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CONCESSIONS MANAGEMENT SECTION A

INTRODUCTION

Thisis a reference guide to help implement the program requirements for personnel involved in
Concessions Program in GSA-controlled buildings, including those delegated to other agencies.
The Concessions Program covers any food or snack facility i.e. vending machine; sundry,
prepackage, and onsite snack bar; grill, cafe, and cafeteria food service that is operated by a
Randolph-Sheppard vendor, commercial, or non-profit contractor. Concessions are operated
under Randolph-Sheppard permits or contracts. This guide and its appendixeswill assist and
enable the Property Manager (PM) to address the issues/concerns involved in implementing the
concessionsprogram i.e.: viability, compatibility, security, legal considerations, operating costs,
length of term, services to be offered, and Initial Space Alterations funding.

Guidance and other important information are noted in red print that is contained in a double line
border.

In this guide the reference to Property Manager (PM) means the individual charged with
concessions responsibility including the Concessions officer, Concessions Specialist, Customer
Service Team or Buildings Manager or his delegated representative.

Food Service and other retail outlets operated under outleases, commercial shops operated by
minority businesses 8(a), employee association stores, employee health units, and public pay

telephones are not addressed in this guide.

Information on outleasing can be located in the Qutleasing Desk Guide as posted in the Office of
. Business Performance, Business Guidance and Practices Web-Site.

Specifically, this guide is designed for use by regional PM, Concessions Specialistswho are
responsible for managing regional concessions programs, and agency representatives responsible
for day-to-day operations and administration of concessions in delegated buildings.

The Asset Business Plan (ABP) can be used as a tool to distinguishand identify potential
concessions opportunities. The ABP helps us better plan for and market potential concessions
opportunitiesthat improve the performance of our assets. The PM can assist asset managers,
realty specialists, and architectsto identify and determine which concessions opportunities are
viableand beneficial. The PM should use market and feasibility studies to determine how
concessions could improve the property and distinguish concessions operations from potential
successful outleases that can provide necessary food services.

Concessions will rely upon private businesses, near the GSA facility, for services. When the
availability of commercial services is insufficient to meet occupant agency needs, essential
concessions services will be arranged through Randolph-Sheppard Permits, contracts, and or
outleases. Facility types and definition of service levels are shown in the Concessions Feasibility
Study Template Appendix A-1, Figure A-5a. A snapshot of the different methods for arranging
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these essential services and their processes are shown in detail in Methods and Processes in
Providing Concessions, Appendix A-2. These charts illustrate recommended methods to
arrange for the available services i.e. cafeteria, café, grill, onsite snack bar, preparationsnack
bar, sundry and/or vending.

Other types of permitsand licenses should not be used to arrange continuous services. This does
not imply that the procurement process or contracts have to be complex processesas noted
throughoutthis guide.

Whatare the rolesand responsibilitiesin concessions?

The PM maintains a continuous oversight of concessions to maintain service levels and quality.
The administration of the concessions program is conducted by the PM or Concessions
Specialist. The PM evaluates and determines concessions facility requirementsand operational
needs. The PM assists the Contracting Officer (CO), State Licensing Agency (SLA), clients,
buildings managers, contractors, and vendors in the accomplishment of uninterrupted service.
The PM provides oversight of concessions facilities and is responsible for concessions-related
Issues, permits, and contracts.

The PM assists in program planning and operational matters related to facilities, contracts and
permits. The PM maintains effective communications between the agency (client), the CO, the
contractors, the Randolph-Sheppard (R/S) operators, and the SLA and is responsible for onsite,
day-to-dayoversight of the food service facilities, contracts and/or permits. The PM shall
become knowledgeable in the applicable policies, regulationsand procedures inherent to the
effective, planning, establishment,and operation of the concessions program.

CONCESSIONS FEASIBILITY STUDY

The process of identifying and marketing essential concessions is shown in the Concessions
Feasibility Study Template, Appendix A-1. This template outlines the processes that identify
essential services that are viable and can compete in the market place.

What is a ConcessionsFeasibility Study?

A Feasibility study is the process that determines the appropriate levels of concessions services
on GSA controlled property. The process supports GSA’s policy to arrange and maintain
concessions service where the service is essential to the client agencies. The study indicatesthe
level of services that a building population will sustain in consideration of the competition that
neighboring, commercial facilities may provide.

Why conductconcessionsfeasibility studies?

Concessionsservices on GSA controlled property are self-supporting or viable operations. This
service is not paid for with appropriated funds. Determining what level or type and quality of
service that can be viable is the most critical determination in the Concessions Program. Dining
facilities for judges, executives, or staff must operate on a self-sustaining basis. Agencies may
determinethat a service is essential to their missions and would be required to provide funding to
offset possible losses.

Who conductsfeasibility studies?
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The PM is responsible for conducting studies.

When should feasibility studies be made?

The feasibility study should precede the following:

¢ Anyrequirement that establishes a new concessions, in a new or existing Government-owned
or leased facility.

* Any proposed change in the existing concessions service level.

e Any proposed change in the existing building or significant investment in concessions with
BAS54 or A64 funds.
When concession contracts and permits are terminated.

» \When projectsare delayed from previous fiscal years, after significant changes in site or
occupant assessments or every 5 to 7 years during the life of the facility.

How complex should this process be?

The extent of the study and resources required to do the study should reflect the complexity of
the required service, the property and its purpose. A feasibility study may consist of a simple
fact sheet made in conjunction with an SLA for basic concessions service or as complex as the
Concessions Feasibility Study Template, as shown in Appendix A-1, Figures A-1 through A-6a,.
The professional level of the final product should reflect the purpose of the study.

What factors are considered in the Feasibility Study?

The study considers 3 major factors:

e Thefirst consideration is the agency needs assessment. The building population, viability,
demographicsand mission are used to determine the needs. The building population
becomesthe controlling element because that supports viability. GSA practice requires that
all concessions services on GSA-controlled property be self-supportingor viable.

e The second is the internal competition for occupants' food dollars. This factor considers all
service cafeterias,Rt¥ack bars, vending machines, and present and future food service in
cooperative use space, or commercial leased space. Priorities foR/Swill influence the size
and type of concessions provided.

o The third is the location of the building and the food service available in the neighborhood.
Future commercial food service in the surrounding area of a building should be determined
before cafeteriasare planned.

What information will be gained by the study?

The study will indicate the level of service, type, and size of the service. This service is based on
the maximum building population. In some cases such as the IRS the operations conducted in
the facility may not be the optimum of the design or size, but may require different operational
types during the contractor permitterm. A feasibility study should determine the program need
of retention, removal or upgrade of food service space. It may also disclose opportunities to
convert existing facilities to those, which may be more economical and compatible with
changing building populations, patronage, menu choices and space requirements. The seven
typical levels of service as listed below and their definitionsare detailed in Appendix A-1,
Concessions Feasibility Study Template, Figure 1-5a, Service Level or Facility Type Definitions.
« vendingmachines

e sundry
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prepackage snack bar
limited onsite snack bar
onsite grill

café

cafeteria

Where canaregiongetsupportto conductthe feasibility study?

When a proposed study for a new or renovated food service facilities exceed the normal regional
workload and resources, the property manager should consider contracting for the service, using
the resources from other regions, or Office of Business Performance, Business Guidance and
Practices.

CONCESSIONS FACILITIES DEVELOPMENT

Concessions facilities planning and development is the process that provides appropriate
concessions space made ready for essential concessions service operations. The PM should assist
asset managers, realty specialists, project managers, and architectsto identify and determine
criteriafor the appropriate concessions service.

Who coordinates thefeasibility study in GSA?

The PM coordinates the study with the GSA project coordinator during the planning phase of

new space, or in a substantial alteration to an existing building. Plans for these facilities must be

incorporated into space requirements to allow for utilities, lighting, security, and ventilation.

» PM may be required to make a preliminary determination to provide concessions services
and design criteriaprior to the site selection.

* The final decision to provide concessions services in new buildings should be made when the
site is selected and the building population known.

Whatare the GSA policies consistentwith planning and developing food service facilities?
The information the PM forwards to the GSA project coordinator during the planning phase of
new space, or in a substantial alteration to an existing building shall be consistent with the
following:

o Concession facilitiesshall conformto 41 CFR 101-20.109 Concessions; 41 CFR 101-20.2
Vending Facility Program for Blind Persons; 41 CFR 102-74 Facility Management; and the
Customer Service Guide.

e Cost for the design and construction of new concessions facilitiesand cost for major
renovations that increase the concessions service level shall be included in the Asset
Business Plan and in the tenant agencies' Occupancy Agreements.

¢ All food service equipment shall meet industry safety and sanitation standardsand those
standards as shown in Appendix A-3 Safety and Sanitation Standards for Food Service
Equipment.

o All food service equipment shall be energy efficient and conserve fuel, water, and air, and be
equipped with control devices that further reduce energy consumption wherever practical.

e Concession facilitiesshall be accessible for the handicapped to food services without
restrictions and meet the standards of the Americans with Disabilities Act of 1990 and/or the
Architectural Barriers Act of 1968, which ever is more stringent.
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* Facilitiesshould consider long-term viability of operations that will permit stability in service
and menu prices, and promote a self-supporting operation.

Whatarethemodernizationand renovationsrequirementsforexisting facilities?

It is recommended the PM establish a program of major and minor renovations to existing food
service facilities based upon the need to correct deterioration, obsolescence, malfunctionsand by
a need to change levels of service. These projects are scheduled accordingto valid priorities of
need and availability of funds. Adequate time must be allowed for feasibility studies,
preliminary preparation of planning, design, cost estimating, coordination with other involved
GSA and agency offices, and programming into the Repairand Alteration.

The PM should see the Administration parts of the Randolph-Sheppard and Contracts Food
Services Section of this Document.

How are the food service renovations funded?

The source of funds for major and minor food service alterations originates with the R&A
appropriations. To ensure funds for specific programmed projects within appropriate fiscal
years, estimates of project costs should be included inthe R&A budget plansin time for the
R&A appropriation request. The PM should coordinate fund requirements with R&A. schedules.
Purchases of food service equipment and cafeteria furniture may be made from function code
A64, Cafeteria Support, where equipment and furniture are considered replacements of items,
because of obsolescence, malfunction, energy inefficiency, excessive repair, need for
improvementor for a new locations.

How are the food service renovations funded for Delegated Agencies?

Where building operations, maintenance, and custodial functions have been delegated to an
Agency, equipment repair, replacement, and renovations are considered the responsibility of the
Agency. The responsibility for recurring repairs and replacement of food service equipment in
delegated buildings is the responsibility of the delegated agency regardless of the full or partial
delegation status of the concessions function unless otherwise stated in the terms of the
delegation. The responsibility for non-recurring repairsto food service equipment is the
responsibility of GSA (BAS54) unless otherwise stated in the terms of the delegations.

It is recommended that all equipmentitems and installation services be procured from one
general contractor who typically uses a food service equipment sub-contractor. This sub-
contractor should be required to furnish specified equipment to be delivered, erected and
assembled on the job site, with final electrical and mechanical connections made as required.
This sub-contractor should be required to test all equipment installed, correct deficiencies, and
provide instructionsto the operator and PM in the use and care of equipment.

Whataboutfoodservicefacilities in building prospectuses?

The following information must be furnished by PM for the food service portion of the
prospectus for each facility:

o Feasibilitystudy.

o Explanation of pending scope of work.
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e Justificationof the work and the cost benefit.
e Detailed breakdown of the cost estimates.

What about food service space cleaning and preventive maintenance?

The cleaningand preventive maintenance requirements for food service will differ dependingon
what responsibilitiesthe Randolph-Sheppard Permits and the commercial food service contract
requirementsare. The PM verifiesthat the preventive maintenance work is completed and
maintainsrecords in the field office. A cafeteriafood service equipment preventive maintenance
guide is shown in Appendix C-10. This guide can be used to establish a preventive maintenance
program for conductinginspectionsand checking existing programs.

The PM should see the Administration parts of the Randolph-Sheppard and Contracts Food
Services Section of this Document.

PM is responsible for providing, maintaining, cleaning and servicing dry chemical, surface fire
suppression systems designed to protect the hoods and ducts in food facilities and Randolph-
Sheppard Vending Facilities on GSA-controlled property. The procurement, installation, and
maintenance is at the expense of GSA.

CONCESSIONS APPENDIXES

The following appendixes apply to this desk guide:

Concessions Management, Section A

1. ConcessionsFeasibility Study Template Appendix A-1.
2. Methodsand Processesin Providing Concessions Appendix A-2.
3. Safety and Sanitation Standards for Food Service Equipment ~ Appendix A-3

Randolph-Sheppard, Section B
1. Notification Letter and Randolph-Sheppard Information Sheet Appendix B-1

2. Sample Randolph-Sheppard Permit AppendixB-2

3. Randolph-Sheppard Performance Standards AppendixB-3

4. Randolph-Sheppard Checklist AppendixB-4
Contracts, SectionC

1. Sample, Requestfor Proposal, RFP Appendix C-1

2. Sample, Model Government Pro-formabudget & Staffing AppendixC-2a & b
3. Direct Negotiation with the State Licensing Agency AppendixC-3

4. Food Service AcquisitionPlan AppendixC-4

5. Sample EvaluationFactors AppendixC-5
6. Sample Scoring Sheets Appendix C-8a-1
7. Sample letter prospective offeror Appendix C-9

8. Cafeteria Preventive Maintenance Guide Appendix C-10

9. Howto Use the Monthly Profit & Loss Statement AppendixC-11




Concessions 08/01 Section B
Randolph Sheppard Authorities

RANDOLPH-SHEPPARD SECTION B
The purpose of this section is to assist the Property Manager (PM) with a basic understanding of

the authorities, permit development, and the administrative responsibilities under the Randolph-
Sheppard Program.

AUTHORITIES

| 1n this guide the reference to Property Manager (PM) means the individual charged with that |
| responsibility including the Concessions Officer, Concessions Specialist, Customer Service |
H Team or Buildings Manager or their delegated representative.

THE FEDERAL PROPERTY AND ADMINISTRATIVE SERVICES ACT OF 1949

Whatisit?

The Federal Property and Administrative Services Act of 1949 provides GSA the authority to
provide essential concessions services in GSA-controlled buildings when commercial services
areinsufficient.

RANDOLPH-SHEPPARD ACT OF 1936

Whatis it?

The Randolph-Sheppard Act of 1936, [20 U.S.C., Sec. 107 et seq.], was enacted to provide
visually impaired persons with employmentand economic opportunities and promote their self-
sufficiency through the operation of vending facilities in Federally controlled space. The
Department of Education (DOEd) is responsible for the administration of the Act [34 CFR 395 et
seq.]. The DOEd has delegated that responsibilityto the several States where it is administered
through the individual State Licensing Agencies (SLA) [34 CFR 395.21.

The 1954 amendmentsto the act provided for the assignment of vending machine income to
blind persons so that they could achieve and protect their preference if other machines competed
with blind vendor operations. The amendments to the act authorized operating vending facilities
on Federal property, and provided that preference in the operation of vending facilities (including
vending machine income) [34 CFR 395.81 so far as feasible, must be given to blind persons
licensed by a State agency.

The 1974 amendments to the act included new authorities designed to ensure that blind vendors
are afforded a priority in the operation of vending facilities on Federal property. The Department
of Education has prescribed regulations, as set forth in 34 CFR 395, implementing the act as
amended.

Advantages

The SLA has full responsibilityfor the supervisionand management of the vending facilities.
The State licensing agency will also maintain (or cause to be maintained) all vending facility
equipmentin good repair and in an attractive condition and shall replace or cause to be replaced
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worn-out and obsolete equipment as required to ensure the continued successful operation of the
facility.

Disadvantages

If the VVendor does not comply with the provisions of the permitand the SLA interpretsthe
permitterms in favor of the VVendor, the processto correct deficienciescan be very time
consumingand frustrating. This can be true even when the SLA agrees with the PM.

Applicability of this Act

The SLA must be given priority to establisha vending facility with a minimum of 250 square
feet for vending and storage when 100 or more Federal employees are occupying federally-
controlled space or 15,000 square feet or more will be acquired for use by a federal agency
[34 CFR 395.1 (0)].

GSA is responsible for determining the level of food service necessary as well as building out
such space, including finished wall, floors, ceilings, lighting, plumbing and electric. The SLAis
responsible for the interior design, installation of equipment and furnishings within the facility.

Responsibility for the installation and operation of approved vending machines should be
assigned to the SLA. Vending machines may be assigned to others under the conditions listed
below:

» Vending machines may be assigned to food service contractorswhen the appropriate vending
machine commissions are paid to the SLA.

+ Vending machines may be assigned to recognized occupant agency employee groups when
the appropriate vending machine commissions are paid to the SLA or that SLA has formally
declined assignment of the vending machines. The authorization shall be formally
delegated to the occupant agency, rather than directly to the employee group. The
authorization will require a written contract between the employee group and the commercial
source providing the vending machines. Furthermore, each authorizationshould state that it
IS subject to revocation when advisable in the opinion of GSA. GSA Form 1582, Revocable
License for Non-Federal Use of Real Property, may be used for this assignment.

¢ When the above assignmentsare not possible, GSA may enter directlyinto a license with a
commercial vending machine source, which will install and operate the required machines.
Any commissions from the vendor would be payable directly to Miscellaneous Receipts,
United States Treasury.
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PERMIT DEVELOPMENT

The PM begins the process by identifying opportunitiesand giving written notice. The PM
should consult, negotiate, or partner with the SLA for best results. See Sample Permit,
Appendix B-2.

The Concessions feasibility study

As a pre-requisite in developing the applicationand permit, the GSA PM should undertake a
marketanalysis and/or a feasibility study. An excellent feasibility study format is found in
Appendix A-1, Concessions Feasibility Study Template.

Why is a mandatory notification necessary?

Notification is the principal step toward compliance with the intent of the Randolph-Sheppard
Act and honoring the priority afforded licensed blind vendors. When GSA builds, substantially
renovates, or leases space that meets the criteriafor mandatory notification, then the PM must
send "written notice" of the concessions opportunity to the SLA by certified or registered mail
with return receipt.

There is an exception to the requirement for mandatory notification. When GSA leases part of a
multi-tenant building and the lessor or any of his tenants have established a food facility or have
entered into a contract for the future operation of a food facility in space not included in the
lease, then the mandatory notification requirement shall not apply.

The GSA PM needs to identify and communicateto the SLA key elements affecting the scope of
a proposed business opportunity in order to make adequate written notice. See Notification
Letter and Randolph-Sheppard Information Sheet, Appendix B-1.

Five key elements that can be obtained from realty specialists, project managers, or portfolio
managers are suggested as practical information needed by the SLA to make an informed
decision on the written notice submitted by the GSA PM. The suggested five key elements are,
as follows:

Address or delineated area of proposed location.

e Tenantagencies and number of Federal employees to be served.
Amount of space to be occupied by tenants.

o Officehours.

e Estimated occupancy date.

Assign a control number to the business opportunity to facilitate future tracking. Also, ascertain
if the new location involves relocation of tenants from any other existingsite already served by a
Randolph-Sheppard VVending Facility and notify the SLA.

What are the levels of service?
As a general rule, Randolph-Sheppard permit operationsare limited to five of the GSA standard
seven service levels and are as noted:
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Vending Machines
Sundry Stand
Prepackaged Snack Bar
Limited Onsite SnackBar
Onsite With Grill

GSA standard seven service levels are described in Appendix A-1, Concessions Feasibility Study
Template, and are the natural outgrowth of the types of facilities envisioned in the implementing
regulations.

Howare cafeteriaoperationshandledunder Randolph-Sheppard?

The operation of a cafeteria by a blind vendor shall be covered by a contractual agreement and
not by a permit. Using the definition published in the implementing regulations may lead to the
establishmentof Onsite Grilland Café by contractand not by permit.

Whowrites the permit?
The SLA prepares and submitsto GSA the applicationand permit. WWhen GSA executes the
application and permit, the document becomes the approved permit.

It is the SL.A's responsibility to develop the permit, hut GSA may and should assist. This is
especially true if positive results are to be expected from GSA*s efforts to comply with the
Randolph-SheppardAct and to ensure the inclusion of performance and customer service
standards in application and permit documents. It is Attachment G, Other Terms and Conditions
that site specific Performance Standards which can be included in the permit. In Appendix B-3,
a list of Randolph-Sheppard Performance Standards are listed.

Standard Cover Sheetfor the Applicationand Permit

The SLA must include in the application and permit the type of facility and the amount of space
needed to operate it efficiently and effectively. The SLA may obtain this data from the GSA
PM.

The type of facility is identified on the standard cover sheet as selected from five identifiers, as
follows:
e Vending Machines
e Sundry
¢ Prepackaged Snack Bar
e Limited Onsite Snack Bar
Onsite Grill

Hours of Operation should be entered on the cover sheet. "Normal working hours" means an
eight hour work period between the approximate hours of 8:00 am to 6:00 pm, Monday through
Friday". Hours of operation may be negotiated to start earlier or end later.

Theapplicationand permitformatallows for the addition of seven attachments to the
standardcoversheet, asfollows:
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Attachment A Satisfactory site
Attachment B Facility floorplan

Attachment C

List the menu items to be sold, and include the lottery ticket authorization if applicable. The act
describes articles that may be sold to include newspapers, periodicals, publications, confections,
tobacco products, foods, beverages, chances for any lottery authorized by State law and
conducted by an agency of a State within such State, and other articles or services"that are
considered suitable for a particular location as determined by the SLA in consultation with the
PM."

Attachment D
SLA-furnished equipment and any Federally-furnished equipmentare listed on the attachment.
Equipment must be listed in the application and permit by the SLA.

Attachment E
The number, type, and location of vending machines must be listed in the application and permit.

Attachment F
Statement about SLA share of income from vending machines installed in the building that are in
"direct competition™and "not in direct competition"with SLA-furnished vending machines.

Attachment G Other Terms and Conditions

Any provision negotiated between GSA and an SLA may be included in Attachment G, and
should include essential management controls and performance standards that GSA would seek
to include in any commercial agreement covering food and vending services. Suggested
Performance Standards that are site specific are included in Appendix B-3. Also, this is the
section that GSA would use to ensure that the SLA provides preventive maintenance and service
on all government provided equipment.
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ADMINISTERING RANDOLPH-SHEPPARD PERMITS

The Randolph-Sheppard vendor is an independent businessperson and is responsible for all
facets of the operation of the vending facility. The State Licensing Agency (SLA) provides
needed technical support and oversight to assure achievement of program goals. The PM
maintains the right to inspect the vending facility for compliance with the terms of the permit.

In some States, the license agreement between the SLA and the vendor bears little or no
resemblanceto the approved permit between the SLA and GSA. A license may be subject to
suspension or termination if the SLA finds that the vending facility is not being operated in
accordance with its rules and regulations, the terms and conditions of the permit, or the terms and
conditions of the agreement with the vendor. The vendor must be afforded an opportunity for a
full evidentiary hearing.

Whoiis responsiblefor contactwith the SLA?

A productive working relationship between the vendor, the SLA and the PM is essential to assure
an optimum program performance and expedited informal resolution of any problems that may
occur. The onsite PM should be in frequent communication with the vendor.

Whataretheadministrative responsibilitiesof thePM?

The PM administers the GSA's responsibilities in the R/S program including those pertaining to
the day-to-day operations, but not limited to the cleaning, maintenance, repair, and renovation of
the physical location. This includes:

¢ Normal cleaning. The PM provides cleaning only for customer service areas withinthe
vending facilities that are open during the normal scheduled cleaning hours based on the
standard level of cleaning for the building. This does not include equipment or display
shelves or any cleaning behind the serving lines, or in storerooms and kitchens.

o Maintenance and repair of equipment. The PM provides the SLA with a complete inventory
of all Government-owned equipment in a food service facility to be turned over to the SLA
for permit operation. Equipment declaredto be surplus by the SLA must be removed by the
PM as a onetime conversion accommodation.

o Maintenanceand repair of the building structure. The SLA must not be charged for normal
maintenance and repair of the building structure in and adjacent to the vending facility areas.

o Electrical appliances. Electrical appliances shall not be installed in vending facilities without
the approval of the PM. Improperly installed equipment must be either properly installed as
determined by the PM or removed by the SLA. Unauthorized equipment as determined by
the PM shall be removed by the SLA.

e Accommodatingdog guides. Some blind persons use dog guides to assist them in traveling.
The PM should make every reasonable effort to accommodate dog guides within the confines
of Randolph-Sheppard VVending Facilitiesduring the period the dog guide's master is
working in the facility.

12



Concessions 08101 Section B
Randolph Sheppard Administration

e Inspections. The PM performs or authorizes inspections, and evaluations by close liaison,
onsite reviews, or sanitation inspections, and review of cafeteria operatingstatement, ezc.

¢ Problem Resolution. The State licensing agency shall attempt to resolve day-to-day
problems pertaining to the operation of the vending facility in an informal manner with the
participation of the blind vendor and the PM.

¢ Unresolved Disagreements. Unresolved disagreements concerningthe terms of the permit,
the Act, or the regulations in this part and any other unresolved matters shall be reported in
writing to the State licensing agency supervisory personnel by the PM in an attempt to
resolvethe issue. See page 15 for suggested guidance on "*How do you resolve issues and
impasses ata Randolph-Sheppard Facility?"".

e Permit Updates. The PM oversees the permit operation by performinginspections, onsite
reviews, and sanitationinspections. The PM shall periodically, but not less than every five
(5) years, evaluate GSA’s current needs and update the Permit to meet the current level of
service required. The PM shall also review and update the Permit any time a vending service
Is added or deleted, when a vendor is replaced, when service needs changed, or when
renovations affectingthe vending facility are planned in the building where the facility is
located.

Whatare the reporting requirements?

At the end of each fiscal year, GSA is required to submit an annual report to the Secretary of the
Department of Education (DOEd). The statistics reported by the PMs are included in the annual
report prepared by DOEd for submissionto the Congress. The annual report is due by
September 30 of each year for the period covering the entire previous fiscal year. The
components of the annual report should include the total number of SLA applications received,
the number of applicationsaccepted and the number of applications pending.

For non-SLA vending machine permits or contracts the report should include the total amount of
vending machine income collected and the amount of vending machine income dispersed to each
SLA.

What are the administrative responsibilities of the State Licensing Agency (SLA)?

The DOEd's designated SLA administersthe planning, marketing, resources, financial
management, oversight and execution of the programincludingdirect technical assistance to
vendorsand their operations. The SLA confirms interestin developingnew and renovations of
outdated facilities to the PM and develop permitsin conjunction with PM. The SLA trains and
licenses qualified blind vendors for the operation of the facilities. Inaddition to these primary
functionsthe SLA administerthe following:

o SLAEquipment. The SLA s responsiblefor the purchase, installation, maintenance, repair,
replacement,servicing, and removal of all vending facility equipment. Any expenses
incurred for vending facility equipment must be without charge to GSA.
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e Government-Owned Equipment. The SLA is responsible for the maintenance, repairs,
replacements, and servicing of all Government-owned equipment it uses in a permit
operation. Within 30 workdays after receivingthe required maintenance guides from the
Government, the SLA submitsto the PM an annual preventive maintenance schedule. The
SLA's responsibility must be included in Attachment D of the application for a permit.

« Ultility Connections. Any utility connectionsincluding the installation of equipment
requested by the SLA and authorized by the PM must be reimbursable and at no expense to
the Government. Any work of this nature or surface discrepancy resulting from the removal
of equipment must be safely capped or refinished to be compatible with the facility.

o SLAReplacement of Government Owned Equipment. The SLA must have title to and
control of equipment procured by the SLA to replace a similar item of Government-owned
equipment.

« Renovation. The SLA is required to request prior approval from the appropriate PM for the
renovation of existing vending facilities. The request should include a space and equipment
layout of the proposed renovation. The PM determines if the drawing is sufficientto be used
for estimatingand construction purposes. The drawing should include detailed information
on the equipment, plumbing, heat, ventilationand air-conditioning systems, and electrical
requirements. The appropriate PM accepts or rejects the drawing as a result of this
determination. When the SLA requests the renovation of existing vending facilities, it is at
theirexpense.

« Service Upgrade. If GSA’s service needs change, the SLA will be responsible for
demonstrating to GSA that the current vendor is qualified to operate the upgraded facility
based on GSA’s current needs. Should the vendor fail to meet the qualificationsneeded to
operate this facility, the SLA shall select a new qualified vendor.

What are theadministrative responsibilities of the vendor?

The vendor is responsible for maintaining a viable vending facility in a clean and sanitary
condition at all times. The facility and the operation must be in compliance with the 1999 or
more currentedition of the FDA Food Code. The vendor is responsible for cleaningand
sanitizing all equipment or display shelvesin the customer servingareaand is responsible for all
necessary cleaning and sanitizing of the serving lines, preparation area behind the lines and
storeroomsand kitchens.

The vendor is responsible for marketing and merchandizing the facilities with competitive and
quality products. Thiswould includeall responsibilities normally associated with the operation
of a retail unit, ;.e. sufficient, fresh inventory of products, etc.

Whatare the PM roles and responsibilitiesin Randolph-Sheppard?

In Randolph-Sheppard permit operations, the PM assures the requirements of the Randolph-
Sheppard Act. The PM shall:

+ Observesfor changes in service level needs.
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e Observes for any additions, deletions, or changes observed in the R/S facility that are not
within the terms as set forth in the permit.
Provide any structural, plumbing, electrical, or mechanical requirementsfor R/S facilities.
Assure the agency provides services (subjectto accessibility during normal hours) for R/S
facilities.

* Assurethe agency provides maintenance and repair of public areas in and adjacentto the R/S
facility.

o Oversees the day-to-day vendor's performance in accordance with the terms of the permit.

o Identifyand resolve problems with operators on a local level when possible.

o Notify the Region in a timely manner of significant problems in the R/S program.

Who determineswhen avending machine isin direct competition with a blind vending
facility?

The PM determines when a vending machine is in direct competition with a blind vending
facility. A determination that a vending machine is not direct competition with a blind vending
facility must be subject to the concurrence of SLA.

Who collects and receives the income from vending machines on GSA controlled property?
Most vending machines on GSA-controlled property are owned and managed by the SLA and
money collection and distribution by the PM is not required. The PM assigns othersthe right to
place vending machines on property and the PM must not become involved in the actual physical
collection or distribution of vending machine income. The SLA primarily performs this
function. When vending machines are assigned to others, money distribution may be required
accordingto a formula, which distinguishes direct competition, non-competition, and after
normal work hour accessibility.

What recourseis available when a serious violation of the property rulesand regulationsor
permitare made?

A serious conduct complaint concerning the vendor or his violation of the rules and regulations
governing occupancy of the building, whether included in the Permit or not, may require the
vendor to be immediately suspended temporarily from operating the vending facility. Should
such an occasion arise, the PM will work with the SLA in an expeditious manner to investigate
the alleged violation or misconduct and make a determination as to whether the vendor should be
returned to work before an evidentiary hearing concerning the issues takes place.

How doyou resolve issuesand impasses at a Randolph-Sheppard Facility?

Whenever possible, all issues/impasses ought to be resolved between the onsite PM and the
vendor. If an impasse occurs, the following two pages 16 and 17, Suggested GSA/Randolph-
Sheppard Resolution Process and its explanation reflects a suggested methodology for resolving
ISSues or impasses:
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SUGGESTED GSA/RANDOLPH-SHEPPARD
RESOLUTION PROCESS

!

GSA notice to SLA &vendor for non-performance, 30 Days trial

I'NO YES
30 Days trial period ends, GSA notice NO
to SLA & Vendor of suspension
* YES \ 4
Vendor Requests Hearing J

l YES RESOLVED,
% NO FURTHER
SLA decidesin GSA’s Favor YES ACS;ON
i NO : RE-DETERMINE
NEEDS AND

GSA Allows Vendor to return —YES—% NEGOTIATE
) . WITH SLA

\ 4 NO

E Arbitration withDoEd T

Arbitrationin GSA’s Favor

I
* NO
Vendor Reinstated or Go to Court
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EXPLANATION OF SUGGESTED GSA / RANDOLPH-SHEPPARD
RESOLUTION PROCESS

1. The PM contacts the State Licensing Agency in writing (certified letter), copyingthe vendor.
PM advises SLA that they have 10 working days after receipt of this letter to provide GSA with
an improvement plan that addresses all of the deficiencies. In addition, the PM will notify the
SLA that the vendor will have 20 days following approval of the plan to correct the deficiencies.
GSA deems this first 30 day period as a probationary status for the vendor.

2. Ifthe deficienciesare not corrected, GSA will notify the SLA for a second time in writing via
certified mail to suspend the vendor within 10 working days after receipt of this second written
notification. Duringthis 10 day period, the vendor will have sufficienttime to request that the
SLA conduct an evidentiary hearing concerning the issues which caused the suspension. If the
vendor does not request a hearing within this time period, the suspension wili become final and
the vendor will be notified by the SLA that he or she has been terminated from operating
vending facilities in GSA controlled properties.

If the vendor requests a hearing after being notified of suspension, the SLA will have thirty (30)
calendar days from the date of the vendor's requestto conductand complete a full evidentiary
hearingand render a decision. During this 30-day period, the SLA may name a temporary
replacement vendor for this location while the evidentiary hearing s taking place.

3. Ifthe SLA decides in GSA’s favor, the suspended vendor will be terminated from operating
vending facilities in GSA controlled properties.

4. If the SLA decides in the vendor's favor, GSA will either accept the vendor back in the
vending facility or will refuse to allow the vendor to resume operations.

5. If GSA refusesto allow the vendor to come back, the SLA’s and vendor's only recourse will
be to request an arbitration of the issues with the Department of Education [34 CFR 395.371.
Duringthe arbitration process, the SLA should submit a new blind candidate for this permit; if
they do not submit a replacement candidate who is acceptable to GSA, GSA may terminate the
permit.

6. If GSA wins the arbitration, the suspension will stand and a new agreement for a new vendor
will be negotiated with the SLA.

7. If GSA loses the arbitration, the vendor is reinstated unless GSA feels confident that we could
win in Court.
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CONTRACTSSECTIONC
The purpose of this section is to assist the Property Manager (PM) with a basic understanding of

the authorities, contract development, and the administrative responsibilities for food service
contracts.

AUTHORITIES

" Inthis guide the referenceto Property Manager (PM) means the individual charged with that

responsibilityincluding the Concessions Officer, Concession Specialist, CustomerService Team
ot Buildings Manager or his delegated representative.

THEFEDERALPROPERTY ANDADMINISTRATIVESERVICESACT OF 1949

Whatis it?

The Federal Property and Administrative Services Act of 1949 (40 U.S.C. 490) Section 210,
Operationof Buildings and Related Activities, provides general authority to operate buildings.
Authorityfor the operation of cafeterias is inherent in the general authority of GSA for the
maintenanceand operation of public buildings. In fulfilling its responsibility under the Act for
the operation of public buildings, GSA has the allied responsibilityto mange for essential food
services which are not convenientlyavailable from commercial sources and which are required
for health, morale, comfort, or efficiency of Federal employees while on duty.

What is the basis for determiningthe inherentauthority.

The Congress has clearly supported the provision of cafeteria facilities for Federal employees by
granting specific approval for funding the constructionand equipping of such facilities. The
Comptroller General has noted that the provision of such facilities is analogous to providingrest,
toilet, lavatory, locker rooms, and drinking facilities, Decision P-4689, November, 1924 (which
has been upheld by a number of subsequentdecisions).

The Federal Acquisition Regulation (FAR) and its Small Business Set-aside requirement
pursuantto PART 19 are not applicable to food service contracts. Food service is a non-
appropriated activity and the procurement process does not have to meet the FAR requirements.
This is based on a prior opinion by Office of General Counsel that the set-aside requirement is
not applicable because concession contractsdo not involve the expenditure of appropriated
funds. Itisalso based on Controller General decision B-253161, August 19, 1993.

Advantages
The Governmenthas greater control on the type and quality of services being provided from
typical Randolph-Sheppard and commercial providers when the food service is under contract.

The Governmentas an employer is the principal recipient of benefits or services provided by

food service contracts. It isintheagenciesinterestthattheir employees eat within the allotted
lunch period and within the building they are housed. Employee morale is the over-riding
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consideration in developing respective food service. The service provided by the contractor for
the occupant agencies and their employees is considered the major benefit or payment received
by the Government.

The Comptroller General has also recognized that financial return to the Government is not the
most Important consideration in contracting for food services. The purpose of food services in
buildings are to employ and retain the number and type of employees necessary for the
Government to conduct its business in a satisfactory manner. The purpose is not to obtain the
greatest possible direct financial return but, to serve the interests of the government indirectly by’
providing food service for employees and their welfare, Decision No. 8-119832 (35 Comp. Gen.
113).

Disadvantages

Its becoming more difficult for GSA contractcafeterias to compete in the market place and the
program has significantly been reduced. Contract cafeteriashave limited operational hours five
days per week operations, 251days a year. Most commercial food services are open throughout
the day, six or seven days per week, and provide the three basic meal services per day.
Contractors are faced with additional constraintssuch as those imposed by the competition
permitted by the Randolph-Sheppard Act for the Blind, higher wage levels required under the
Service Contract Act, remote locations, and security measures that results in negligible patronage
by outsiders.

Contracts may require a significant amount of resources in the award process and oversight and
administration in comparison with Randolph-Sheppard (R-S) permits, outleases, and other
licenses or permits.

Property Management goals may be compromised by providing a cafeteria space that requires an
increase ofjoint-use-space. Increasing joint-use-space may make the property less competitive
in the future.

Applicability of this Act

A wide range of food service can be provided through contracts with Randolph-Sheppard (R-S)
and Commercial providers, including the typical cafeteria, food-courts, cafes and sometimes
onsite grill services. It is suggested that when the PM is providing food service within a building
that hasa complete market need and requires complianceto specific needs, the food service
should be arranged by contract. It is further recommended that the bundling of all servicesin a
building or other small services not operated by R-S be by contract. Note that this contract
process does not require complex solicitationsand agreements.
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DEVELOPING A CONTRACT

The material is intended to guide the preparation of the Request for Proposal (RFP), and
including the feasibility study, Government Models and the Food Service Acquisition Plan
(Plan).

Contracting for food service requires extensive cooperation between the Contracting Officer
(CO)and PM personnel. PM should meetwith the CO to determine what informationis required
toactivate the process and bringitto asuccessful conclusion. Teamwork and good
communication areessential toapositive outcome, and theseskills should beemphasized during
all phases ofthe process.

Guidance and other important information are noted inred -int that is contained in a double line
border. Also, optional requirements are noted in thissame format and the PM must select those
requirements that meet his needs. The PM may select to use or not to use any of the requirements
or factors in this guide or the sample RFP, including those listed under options.

Individual optionsandassociated informationare noted initalicizedprint.

The requiféhwnl 1o Set aside procurement pursuant to FAR PART 19 is not applicable to food
service contracts, however procurements may be Set-aside ifdesired.

the FAR requirements.

It is imperative thatthe CO and PM determines howcomplexthe procurement process needsto
be. Whenthe Governments requirements are simpletheprocurement process should reflectthe
same conditions. The CO and PM shall exercise good judgement in definingthe needs ofthe
Government. The contract requirements should address the specific food service needsof a
snecific building and building occupants.

The detail and complexity of the RFP should match the complexity of the food service required
forthatsoecific location. Remember that selected reauirements may increase or reduce the cost. .
services, and administration responsibilities for the Government or contractor.

How does the procurement process begin?
The procurement process begins whenthe PM or the Concessions Specialist (alsoactingasthe
technicaladvisortothe CO), identifiesaprogram procurement need.

What kind of data and information is required?

Providing the most current and best available statistical data in the solicitation is the major factor
in successful food service procurement.
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As a pre-requisite in developing food service contract requirements or draft RFP, the PM shall
undertake a market analysis and/or feasibility study. A feasibility study will determine or verify
the level of food service needed. In addition, the study will provide the most current data and
information needed to complete the draft RFP. An excellent format for a Market Analysis and
Feasibility Study is found in Appendix A-1.

How is the information transferred to the CO?

The PM shall develop a concise statement or drafRFPdescribing the GSA requirement and
the services to be acquired. It is recommended that the PM complete the Sample Foodservice
RFP shown in Appendix C-1 as a draft RFP.

The CO and PM needs to take care that this guide and its sample appendixes are not copied in its
entirety but used as a tool to assist them in the preparations of the required RFP, models, and
Food Service Acquisition Plan documents needed to procure this food service. Both should select
to use the requirements, options, and factors that provide the level of food service that is effective
and viable.

The CO and PM shall coordinate and make consistent the government’s requirements as they are
drafted into the RFP, models, and acquisition plan.

In some cases the Government has detailed knowledge of what level of food service the market
place can provide and in those cases the RFP may include such details. In other examples the
Government may have little information of what level of service could be successful or viable
and depend on offerors evaluating the opportunity to respond with a successful proposal. A
simple procurement may consist of a proposal that request details on past performance,
experience, and what food service the offeror may propose, and may include an oral presentation
by the offerors. The RFP requirements, evaluation factors, and requested information from
. offerors should be consistent.

Are Government Models required?

The PM should determine 1i 1 of the following two options are necessary for this procurement
process.

Optioni. A Government Model Pro-Formaand Staffing Schedule is not required when level of
service and menu selectionsare not defined or oversightis not required for menu pricing in the
draft RFP.

Option 2, A government pro-forma and stgffing model is required when level of service and
menu selectionsare defired and oversightis requiredfor menu pricing in the draft RFP.

The PM should prepare the Models to indicate the minimum level of performance or compliance
acceptable to meet the requirements of the draft RFP. A Model Pro-Forma and Staffing Guide is
shown in Appendix C-2 a & b.

The models serve as primary standardsfor the verification ofproposal contentagainstthe
evaluation factorsin the solicitation. The models serve as a positive indicator of the minimum
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performance or compliance acceptable to meet the requirements of the solicitation, against
which proposals are compared and scored. It establishes reasonable expectations of what the
operator's costs should be for the provision of the various goods and services required in
performing the contract and the relationship with projected income.

Although care should be taken to ensure the accuracy of the data used, models may be modified
as appropriate. For example, a change could be based on an amendment to the solicitation
addressing a change in building population or revised occupancy schedule.

What activates the procurement process?

The PM forwards the draft RFP describingthe GSA requirement and the services to be acquired
to the CO. Thisshould be done a minimum of one year prior to the date the service will be
required.

Whohastheauthorityand responsibilitiesfor the RFP.

The CO has the overall responsibility for preparing, publishing, amending and administering this
contract. The CO alone, without delegation of duty is authorized to take actions on behalf of the
Governmentto amend, modify or deviate from the contract terms, conditions, requirements,
specifications, details and/or delivery schedules. However, the CO may delegate certain other
responsibilities to authorized representatives. The CO has the overall responsibility for the
administration of this contract.

What procurement method is recommended for food services?

The required food services should be procured using **best value trade off'* and procedures for
competitively negotiated acquisitions. Generally the CO is the Source Selection Authority
(SSA).

Special circumstances may warrant the Source Selection Authority to be a management level
official above the CO and division directors (e.g., Assistant Regional Administrator, PBS or his
designee).

ShouldanacquisitionPlan be Drafted?

The CO with the assistance of the PM should draft a "best value trade off* acquisition Plan that
reflects the GSA requirementsfor service in the RFP. It is recommended that the CO and PM
complete the sample Food Service Acquisition Plan as shown in Appendix C-4.

What are the Randolph-Sheppard Requirements?

GSA gives priority to blind vendors as required by the Randolph-Sheppard Act for food service
procured by contractsin the award process. This process as detailed in the Act allows the PM to
give priority in a competitive procurement. When the SLA submits a proposal that is determined
to be in the competitive range, the SLA is awarded the contract. See Appendix C-4, Food
Service Acquisition Plan, 7. Competitive Range.

Direct negotiations with the SLA under the Randolph-Sheppard Act are optional. Thisisnota
requirement of the law, but included as an option and may be exercised before conducting
procurement.
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Optional. The PM may recommend that the CO enter into direct negotiation with the SLA for the
operation of a cafeteria. Before the PM determines to recommend direct negotiations with the
SLA, the PM should review the past performance of the State in the operation of comparable
food servicesand their success in this level and type of service delivery. Should PM decide to
pursue the direct negotiations, the recommended methodology is shown in Appendix C-3, Direct
Negotiationwith the State License Agency.

The CO will ensure that the SLA receives a pre-solicitation notification for the i
competitive procurement.

The requirement to set aside procurement pursuant to FAR PART 19, (Small Business
Administration) is not applicable to food service contracts, however procurements may be Set-
aside if desired.

How shall the Governmentadvertise?

Wide publicity shall be given. A pre-solicitationnotice (see Appendix C-9, Sample Letter Notice
to Prospective Offeror) may be used when deemed appropriate by the CO and the PM. When
used, the Pre-solicitationNotice shall be synopsized in FEDBIZOPS or as otherwise provided by
the FAR.

A procurement notice shall be listed in accordance with FAR 5.2., and local, city, and state food
service associations should also be notified as sources of prospective offerors.

Shoulda pre-proposal conference be conducted?

The pre-proposal conference shall be held to explain to prospective offerors the scope of the
operationand any general and local conditions which could affect how services are to be
performed. The CO or his/her representative, and the PM conduct it. For complex source
selections, the pre-proposal conference helpsto avoid misunderstandings that could hamper the
procurement process and result in unnecessary delays. Examples of subjects to discuss are: the
type, variety, and condition of equipment, site conditions, solicitation provisions, relative
responsibilities of the government and contractor, and other contractual matters.

The pre-proposal conference should be conducted onsite if possible and should allow prospective
offerors to observe the physical layout and other actual conditions in the facility. Asthe

offerors' knowledge and understanding of the facility improves, so do the prospects that their
proposals will result in a successful contract operation.

(@) Theinformation relatingto sales, patronage counts, and check averages is the only
information regarding the incumbent contractor's operation the Government is required to
provide the prospective offerors.

(b) Frequently, prospective offerors will request the CO to disclose the lengths of service of the
incumbent contractor's employees. The CO should make every reasonable effort to provide this
information to offerors to enable them to more closely estimate labor costs and promote
submission of more accurate and meaningful proposals.
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(c) The information relating to the incumbent contractor's operating costs and percentage for
food, labor, overhead, profit, etc., is considered proprietaryand should not be disclosed.
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ADMINISTERING CONTRACTS

The administration of food service contracts must be consistentwith current GSA practices and
performed in a manner to achieve the program goals. This material is used with the contract
document that is specific for options that were selected at the time of contracting.

Administeringfood service contractsrequires extensive cooperation between the Contracting
Officer (CO) and PM personnel. PM should meet with the CO to determine what responsibilities
are required to be successful. Teamwork and good communication are essential to a positive
outcome, and these skills should be emphasized during all phases of the contract.

Guidance and other important information are noted in red print that is contained in a double line
border. Also, optional requirements are noted in this same format and the PM must select what
requirement meets his needs. The PM may select to use or not to use any of the requirements or
factors in this guide or the sample RFP, including those listed under options.

Individual optionsand associated information are noted in italicized print.

Who is responsible for the administration of food service contracts?

The CO is responsible for the administration of food service contracts. Technical assistance in
these functions is furnished by the PM. The CO alone, without delegation is authorized to take
action on behalf of the Government to amend. modify or deviate from the contractterms,

conditions, requirements, specilications, details and/or delivery 1 The COmay 3 ¢
certain tt responsibilities to authorized 3 £ ti
The nftractin Officer Rep 0 . is designated by the CO to assist in the discharge

of his/her responsibilities when he/she is unable to be direcily in touch with the contract work.
The responsibilities of the COR include, but are not limited to determining the adequacy of
performance by the contractor in accordance with the terms and conditions of this contract. The
COR acting as the Government's representative in charge of work at the site ensures compliance
with contract requirementsinsofar as the work is concerned and advising the CO of any factors
which may cause delay in performance of the work.

Contract inspectors are subordinates of the COR and are responsible for the day-to-day
inspection and monitoring of the contractor'swork. The responsibilities of the contract inspector
include, but are not limited to inspecting the work to ensure compliance with the contract
requirements. The inspectorsdocumentthe results of all inspections conducted through written
inspection reports. Inspectors follow throughto assurethat all defects or omissionsare corrected
and confer with representatives of the contractor regarding any problems encountered in the
performance of the work.

Whatare the financial considerations of a food service contract?

Food service contracts must be self-supporting. The issuance of a solicitation for a food service
should be contingent upon the concept that GSA does not provide funds to subsidizea nonviable
food service contract.
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Profitand administrative expenses. The contractorshall review and maintain on an annual
basis the menu price structure not to exceed a combined net profit and administrative
expenses of 10% of net sales (GSA Form 2817) from the operation for the full-term of the
contract.

Reasonable profit. The region should consider the goal of the contractor is to realize the
profit potential stated in the contract. For the purpose of this consideration, a combined
administrative fee and profit of 4-6% can be recognized as a reasonable profit. Inthe event
the contractor is not realizing a reasonable profit, or is incurring a loss, adjustments may be
negotiated to permit a reasonable profit.

Adjustments. With concurrence of the PM, menu prices should be adjusted to maintain
viable service, meet service level requirementsand reflect market conditions after contract
evaluations have determined the contractor is in compliance with the contract requirements.

Financial relief. After contractevaluationshave determined the contractor is in compliance
with the contract requirementsand it has been determined that menu price increases will not
maintain essential service the PM should consider financial relief to the contractor. The PM
can consider financial relief for the following obligations of the contractor within the
standard food service contract:

Reduce hours of operation.

Reduce level of service.

Reduce or waive monthly fee to the Government, one and one-half percent of net sales, GSA
Form 2817.

Provide preventive maintenance and perform conditional repairs to govemment-owned
equipment.

Provide trash removal from premise.

Clean the dining area.

POST AWARD CONFERENCE

How does the processstart?

The post award conference should be held immediately after the award of the food service
contractand prior to commencing operations of the facility. Psychologically it is the best time to
optimize cooperation and establish open communications. Each item on the agenda should be
reviewed and specificdates established for performance and submission of all required data. A
memorandumto the official file should be written immediately after the meeting documenting
discussions and agreements reached. The following Sample Post Award Conference Agenda
illustrates some vital areas to be discussed during this session:

Notice to Proceed. Confirm status of Notice to Proceed.

Insurance coverage. Contractor shall furnish evidence of the following insurance coverage
prior to commencing operations under the contract:
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General public liability. Includes food product coverage, covering all duties, services, and
work to be performed under the contract. Bodily injury not less than $100,000 for each
person and not less than $300,000 for each occurrence. Property damage not less than
$25,000 for each accident.

Automotive equipment liability. (If required). Bodily injury not less than $50,000 for each
person and not less than $100,000 for each occurrence. Property damage not less than
$25,000 for each accident.

Workmen'scompensationand employer liability. The contractor, by signingthe contract,
has agreed to maintain this insurance for the protection of his employees.

Each contract outlines specific contract requirements. The administration of each contract
should match the detail and complexity as required by the RFP. The followingare sample
requirements that may or may not be included in a specific contract and the PM should only
select those that match the contract renuirements.

el el C e A i

—_—
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Contract requirements. The PM should be familiar and review the specific contract
requirements. The following typical contract requirements are not all inclusive:

Past Performance

Experience

Resources

Menu Cycle and Variety
Sanitation

Preventive Maintenance
Controls

Menu portion, prices, and standard unit of measurement price
Staffing patterns and schedules
Innovations

Budget (pro forma)

Other contractconsiderations thatshould be reviewed at the Post Award Conference:
PM should also consider the following contract requirements in addition to those listed
above:

Procedure for price adjustments.

Report requirements, timelines.

Tentative schedule of district, area, and corporate visitationsand follow-up procedures.
Advise the contractor of the channels of communications and the relationship between
the contractor, contracting officer, buildings manager and agency liaison.

Reaffirm the best available information regarding projected occupancy figures or
occupancy schedule given in paragraphs 1. and 3. respectively of Section C of the
solicitation.
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6. A complete physical inventory should be taken before the initiation of a new contract and
should include small wares generally provided by contractorand Capital Equipment. The
contractor and PM should be present during the physical counting and recording of the

inventory.

7. The depreciation expenses reported in the monthly P&L statement should correlate with
whatever was accepted with the proposal.

8. Copies of all subcontracts shall be submitted to GSA including but not limited to:

Garbage and trash removal.
Repair and maintenance.

ADMINISTRATIVETOOLSANDPROCESS

How is the monthly profitand loss (operating) statement utilized?

The Financial Statement provides the communications link between the contractorand the
contracting officer. It is a vital tool for monitoring the contractor's performance. It presents
information concerning sales, expenses, and profitability. Analysis of the statement will show if
the contractor is operating on a viable basis within the framework of the contract requirements.
For detailed information on how to utilize the profit and loss statement see How to Use the
Monthly Profit and Loss Statement, Appendix C-11. A typical statement contains:

o Sales.

o Food cost (cost of goods sold).

e Labor cost (payroll costs).

e Miscellaneousexpenses.
Paymentto the Government.
Administrative expense and net profit.

It is recommended that the CO or his representative ensure that each contractor's monthly profit
and loss statement is correctly reviewed and a "spread-sheet™ is maintained for each contract.
Specific common items can be identified and when "“tracked" will provide the necessary bottom-
line information to the contractingofficer.

How do we focus on and measure customer satisfaction?

GSA performance scores can be used as an indicator on how well the building tenants are
satisfied with the food service provided under contract. Thisisonly a simple indicator and can
not be used as a measure for a contractor. It is recommended that the PM or the contractor use a
detailed customer satisfaction surveys to measure the satisfaction of the building occupants.

When are menu, price or portions adjusted?

Management initiatives in marketing or significant increases in the cost of operations such as
food or labor can create the need for adjustments to the menu, price, and portion. Dependingon
the individual contractthe menu, price and portion as submitted in the contractor's proposal may
be binding upon the contractor. Any change in menu, price, or portion including additional items
for sale may require approval of the PM or CO.
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When approval is necessary the contractor may submit a request for price adjustmentsusing a
percentage increase by menu category method. This method of requestinga price increaseis
simple and directs a minimum of documentation and justification. The contractor can identify a
menu category that he has determined is under priced. The categoriesof menu items can be
identified as entrees, vegetables, beverages, soups, desserts, etc. The identification could also be
more specific as beef, frozen juice, dairy products, etc.

Or, the contractor simply requests blanket authority to increase a category by a specific
percentage figure or specificamount he has determined to be necessary to maintain viable
operation, including the realization of a reasonable profit.

The CO shall respond to the request within twenty-one (21) calendar days of the receipt of all
pertinent data or the change shall take effect automatically after the contractor completesthe
required procedures. The CO shall modify the contract with an amendment for the change or
notify the contractor what action would be acceptable to the Government, if any. All
amendments shall be signed by the contractor and returned to the CO before the effective date of
price or selection change. No menu change shall be in effect until notice with a brief statement
of cause has been made to the patrons and to the CO with a new menu, price and portion.

Shouldfood service contracts beaudited?

Audits should be performed on a priority basis, as recommended by the PM. Additional audits
may be scheduled if conditions warrant or if specific follow-up is desirable. These audits must
be conducted with support of the PM and may entail a concurrent operational evaluation and
audit of the contract. The food service contractaudits may be conducted at corporate and
regional offices.

All food service contract audit findings and recommendations should be discussed by the auditor
in an informal exit interview with the PM, and food service manager, or with representation from
the corporate office in the case of a headquarters audit. The auditor should provide findings and
recommendations in draft form to the COR for informal review and comment. The auditor
performs a coordinated follow-up review of action taken to implement audit recommendations.

Cafeteriacontractorsshall be required to self-certify their end-of-fiscal year profit/loss
statements for submissionto the CO. The purpose of this requirement is to place greater
emphasis on the contractor's responsibility to submit accurate and timely reports, while
significantly reducing the need and frequency of administrative contract audits by agency
personnel. The CO shall submit copies to the PM.
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Appendix A-1
Concessions Feasibility Study Template

This template is designed to assist property managers in conducting concessions
feasibility studies. A feasibility study is the process that determines the appropriate
level of concessions services on GSA controlled property. The process supports GSA'’s
policy to arrange and maintain concessions services at sites where services are
essentialto client agencies. A feasibility study indicates the level of concessions
services that a building population may sustain in the face of competition from
neighboring, commercial facilities.

GSA concessions services must be self-supporting or viable operations. Costfor
services are not paid with appropriated funds. Determiningthe specific level or type of
service that may be viable is the most critical determination in the concessions program
because the quality of any service is directly affected by its viability.

This template contains three survey forms, a needs assessment worksheet, a service
level chart and facility type definitions, and a recommended service level form. The
three survey forms, Survey of Existing or Proposed Food Service, Survey of Available
Area Food Services, and Survey of Agency Needs, when completed, provide the
property manager with the necessary information to complete a feasibility study. The
Needs Assessment Worksheet enables the property manager to consider information
from the three surveys and to formulate an adjusted building population. The
appropriate concessions service level is established by comparing the adjusted building
population with the Service Level Chart. Transferring data recorded on the various
forms and worksheetsto the Summary Informationand Recommended Level of Service
form completes the template.

The following are included in this template:

Figure A-I, Survey of Existing or Proposed Food Service, and Figure A-la, Instructions.
Figure A-2, Survey of Available Area Food Service and Figure A-2a, Instructions.

Figure A-3, Survey of Agency Needs and Figure A-3a, Instructions.

Figure A-4, Needs Assessment Worksheet and Instruction.

Figure A-5, Service Level Chart.

Figure A-5a, Service Level or Facility Type Definitions.

Figure A-6,-Summary Information and Recommended Level of Service and Figure A-6a,
Instruction.
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SURVEY OFEXISTING ORPROPOSED FOOD SERVICE
Instructionsfor Completingthis form is on the back of this page

TOTAL
1. |TWE 5. | SOUAREFEET
BLDG.
2. | POPULATION 6. | SEATS
SQUAREFEET DAILY L UNCH
3. | KITCHEN & SERV. 7. | PATRONAGE
SQUAREFEET DAILY
| 4. | DINING 8. | PATRONAGE
YR.1 YR. 2 YR.3
9. TOTALSALES
10. | LUNCHCHECK AVERAGE
11. ADMINISTRATIONANDPROFIT
12. | VIABLE NON-VIABLE
13. |PATRONIZED NON-PATRONIZED
14. {SIZED OVERSIZED UNDERSIZED

1 SCHEDULEDPROGRAM UPGRADES:

a. REQUESTED UPGRADE:

"b. BA54, R&A5YR. UPGRADE:

_C. AGAEQUIPMENT REPLACEMENT:

Figure A-1. Survey of Existing or Proposed Food Service.
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Instructions for Completing
Suwey of Existingor Proposed Food Service

#l1. Select proper designation from figure A-5a, Service Level or Facility Type Definitions.

#2. An accurate count of building occupants in an existing building or a valid estimate of
occupants in a proposed building is essential toward determining the appropriate service level or
facility type. Use all available sources to determine the required data, i.e. publishedreports,
building managers, and clients.

#3 - #5. Enter actual data or an estimate of space using figure A-5, Service Level Chart.

#6. Enteran actual count or an estimate of the number of seats needed. A quick method for
estimating the number of seats is to take 10% of the adjusted building populationin figure A-5,
Service Level Chart.

Items #7 - #11. Existing contract cafeteria data may be obtained from the current cafeteria
contractor. ExistingR/S Permit data may be obtained from the SLA. In a new location, obtain
data from existing comparable facilities serving similar agencies and facing similar competition.

In 2000, nationwide figures indicate that typically:

o food services operate 251 days per year for breakfast and lunch.

* daily patronage equals 60% - 80% of the building population, depending on area
competition.

e dailysalesequals $1.40 per building occupant for all services in the building including
vending machines.

e lunch patronage equals less than 40% of the building population.

Item #12. Determine contract cafeteria viability if Item #111is 2% or greater of Total Sales.
Request viability information for R/S permit operations from the SLAs.

Item #13. Determine if patronage of an existing food service is adequate by dividing Item #7 by
Item #2. If the result is 30% or greater, the facility is adequately patronized.

Item #14. Determine if an existing facility is properly sized, oversized, or undersized by
comparing Item #2 with figure A-5, Service Level Chart.

Item #15. Listand describe any facility upgrades contemplated for an existing facility

SPECIAL NOTE: The information as shown in lines #1 through #11 when used for lines #13 and
#14 will only indicate potential viability and operational problems in the existing facilities. This
information is based on averages in building populations and lunch patronage and will not reflect

peak load conditions. This information may not match feasibility findings.

Figure A-la. Instructionsfor Survey of Existingor Proposed Food Service.



Concessions, 08/01 AppendixA-1
Concessions Management Concessions Feasibility Study

SURVEYOFAVAILABLEAREAFOODSERVICES
(see instructions on reverse side)

FEASIBILITY STUDY FOR:

I. NAME AND TYPE
FOOD SERVICE

2. MAP LOCATION #

3. NON-CONSIDERATION, MARK WITH “X”»

NORMAL TRAVEL TIME

SURROUNDING AREA

SANITATION

INTERIOR
ATMOSPHERE

QUALITY OF FOOD

PRICE OF MEAL

SPEED OF SERVICE

SEA

AVAILABLE CAPACITY

4. NUMBER OF SEATS

5. SEATS CONSIDER

COMMENTS:

Figure A-2. Suwey of Available Area Food Sewices.
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Instructions for Completing Suwey of Available Area Food Service

Unless the adequacy of surrounding facilities is obvious, a detailed survey of commercial food
services is conducted to determine their overall ability to serve Federal employees. All food
service facilities within a three-block radius of the Federal building should be considered in the
survey, including other Federal buildings. At the top of the form indicate the name of the
Federal building scheduled for the feasibility study.

1. Indicate the names of each local food service facility to be included in the survey. Indicate
the type of food service each facility provides (e.g., take-out, sit-down, snack bar, deli, fast food,
limited or full service, cafeteria, etc.). Figure A-2 has space for seven food services, use as many
sheets as required.

2. Indicate a number to identify each food service and mark the number on a corresponding
attached map.

3. Complete the table for each category (e.g., normal travel time, surroundingarea, sanitation,
etc.,). When a category is blank, it is considered acceptable for government use. When a
category is not considered for governmentservice, mark it with an (X).

4. Indicate the seating capacity.

5. Indicate the seating capacity considered acceptable for government use.

6. Indicate the total number of seats considered for government use. (When a facility has one or

more categoriesthat indicates not considered for government service, no seating for that unit is
considered in the total.)

Figure A-2a. Instructions for Survey of Available Area Food Service
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SURVEY OF AGENCY NEEDS
(see instructions on reverseside)

FEASIBILITY STUDY FOR:

1. Name of your agency and work function:

2. Space assignment location:

3. Projected or actual number of agency employees:

4. Average grade/salary of agency employees:

5. Average number of daily visitors:

6. Are there specifictimes during the year when your agency expects heavier, lighter, or no public
traffic? Explain.

7. What security measures will your agency require, and will these requirements restrict public
access to foodsemice facilities that may be established?

8. Will there be restrictions on where food and beverages may be consumed, such as foodsemice
locationsonly?

9. Will lunch periods be dictated by policy or by work process?

10. What are the normal lengths of breaks and lunch periods allowed by your agency?

11. Does your agency have any plans that would dramatically affect the number of Federal
employees working in the building during the first three years following occupancy? If so, please
describe.

Figure A-3. Survey of Agency Needs
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Instructionsfor Completing
Survey of Agency Needs

Schedule an interview with up to three of the major tenant agencies that are or will be
accommodated at the site location. Create a copy of the blank worksheet for each tenantagency
to be interviewed, schedule the interview, enter the scheduled date on the worksheet, and then
send a copy to the appropriate tenant agency representative for review in advance of the
interview. Ask the tenant agency representativeto complete the worksheet by addressing each of
the eleven itemsand entering the information requested. Verify each entry during the interview
and clarify or modify as needed.

a. ltem #1 -enter information requested.

b. ltem #2 -describe where in the building the agency's office space assignment is or will be
stacked at the site location.

c. Items #3 - #4 -enter information requested.

d. Item #5-based on the agency's experience over the past year, calculate the average number
of daily visitors on the basis of 251 working days per year. As accurately as possible, categorize
visitors by type: i.e., contract workers, general public, clients, jury pool members, jurors,
attorneys, litigants, defendants, military recruits, trainees, etc.

e. ltems #6 - #8 -enterinformationrequested.

f. ltem #9 - incases wheresome Federalemployee's lunch periodisdictated by policyand
somebywork process, enterthe number of Federalemployeesaffectedbyeachfactor.

g. Items#10 - #11-enter information requested.

Figure A-3a. Instructionsfor Survey of Agency Needs
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NEEDS ASSESSMENT WORKSHEET

See Instructions for completing this worksheet, this page
1. BUILDING POPULATION #1
2. CONSIDERED COMMERCIAL SEATS #2
3. N_UMBER OF RI N »mT ™ """ RESTRICTED #3
4a. enter line #1
4b. enter line #2.
4c. subtract line #4b from line #4a
4d. ENTER IN LINE #4C IN LINE #4 #4
5a. enter the larger, line #3 or line #4
5b. enter 25% of line #3
5c. add line #5ato 5b
3d. ENTER IN LINE #5C IN LINE #5 #5

6. USE LINE 5 AS THE ADJUSTED BUILDING POPULATION FIGURE, Go to Figure
1-5, Service Level Chart and locate the recommended service level.

Instructionsfor Completing Needs Assessment Worksheet. Thisworksheet isusedto determinethe
level of food service required by the Federal building feasibility study, and the size in Square Feet.

I. Enterthe buildingpopulation. Thisfigure mayexistor be proposed for the building peak load conditions. The
figure should be adjusted byadding the number of visitorsand subtracting the night population.

2. Estimate and enter the considered commercial seats available inthe area. Use the total number of seats
considered forgovernmentserviceasshown inFigure A-2. Survey of Available Area Food Services.

3. Estimateandenterthe restricted buildingpopulation. Usethe restricted building population indicated inthe
Figure A-3.Surveyof AgencyNeeds.

4. Subtractthe consideredavailable commercial seats fromthe building population andenter the total. Should
available commercial seats exceed the building population, enter 0.

5. Add 25% Ofline #3 to line #3 or 4 (which ever is larger) and enter the total in line #5
6. Use the Adjusted Building Figure in line #5 and selectthe appropriate concessions level of service in Figure 1-5,
Recommended Service Level Chart. (Ifthe AdjustedBuildingFigureinline #5 islessthan 300, the service should

be limited to Vending Machines, however GSA must give the SLAa notice of opportunity for building with 100+
building occupants not Adjusted Building Figures).

Figure A-4. Needs Assessment Worksheet
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*SERVICE LEVEL CHART
(see Figure 1-5a, for Service Level or Facility Type Definition)

e i TADJUSTED hT0oTAL TOTAL TOTAL VENDING
TYPE AND LEVEL BLDG KITCHEN DINING UNIT MACHINE
OF SERVICE POPULATION & SERVING | SQUARE SQUARE AREAS
FIGURE SQ. FT FEET FEET
LEVEL 1. 100+ MIN. MIN. MIN. 1
VENDING MACHINES 200+ REQ'D REQ’D REQM
ONLY 300+
LEVEL 2. 100+ 250 NONE 250 AS NEEDED
SUNDRY STAND *##++ SEE NOTE
LEVEL 3. 400+ 600 480 if req’d. 1080 I
PREPACKAGED 500+ 750 600 if req’d, 1350
SNACK BAR 600+ 900 720 if req’d. 1620
700+ 1050 840 ifreq’d, | 1890
LEVEL 4. 800+ 1200 960 2160 2
LIMITED ONSITE 900+ 1350 1080 2430
SNACK BAR 1000+ 1500 1200 2700
1100+ 1650 1320 2970
LEVEL 5. 1200+ 1800 1440 3240 2-3
ONSITE GRILL 1300+ 1950 1560 3510
1400+ 2100 1680 3780
1500+ 2250 1800 4050
LEVEL 6. 1600+ 2400 1920 4320 3
CAFE 1700+ 1550 2040 4590
1300+ 2700 2160 4860
1900+ 2850 2280 5130
LEVEL 7. 2000+ 3000 3000 6000 4
CAFETERIA 2200 3300 3300 6600
2400 3600 3600 7200
2600 3900 3900 7800
2800 4200 4200 8400
3000 4500 4500 9000
3200 4800 4800 9600
3400 5100 5100 10200
3600 5400 5400 10800
3800 5700 5700 11400
4000 6000 6000 12000
4200 6300 6300 12600
4400 6600 6600 13200
4600 6900 6900 13800
4800 7200 7200 14400
5000 7500 7500 15000
* This chart suggests the maximum level of service that typically can be successful in federal space.

%

W

See Service Level Definition in Figure 1-5a
This is not the actual bldg. population but a formulated figure based on needs and area competition.
The R/S Act requires that GSA give the SLA 250 Sq. Ft. business opportunity when the bldg. has

100+ occupants, or 15,000 Sg. Ft. A Sundry Stand offer meets the requirements of the Act and should be
offered when the property has no service requirements. Sundry Stands should not be used in conjunction
with others services within the building but used in place of other types of service.

Figure A-5. Service Level Chart
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SERVICE LEVEL or FACILITY TYPE DEFINITIONS

LEVEL 1. VENDING MACHINES:

Vendingmachinesarecoinactivated machinesthatautomatically dispense goodsorsundries. Food productsare
preparedand packaged off-premisebylicensed commissaries. Products mayinclude prepackagedand onsite mixed
beverages,and prepackaged milk, soyps, salads, sandwiches, meals, snacks, pastries,and ice cream. The service
may or may not have an onsite operator.

LEVEL 2. SUNDRY::

Inadditionto vending machines that may be apart of this facility (as described above) this facility may include news
stand materials, gifts, cards, snacks, candy, other sundry items,andbeverage. Sundry Stands generally excludes
food itemsand has an onsite operator.

LEVEL3. PREPACKAGED SNACK-BAR:

Inadditionto productsoffered insundrystands (as described above) this facility may include self-servedselections
of packaged or onsite mixed beverage and prepackaged foods. Prepackaged snack bars have no onsite food
preparation and may have attendants and an onsite manager.

LEVEL 4. LIMITED ONSITE SNACK-BAR:

Inaddition to productsoffered in prepackagedstands (asdescribed above) this facility may include a limited range
offood prepared on premise such as soups, salads, and cold sandwiches that are selfand attendant served. Limited
onsite Snack barsincludesfood preparation onpremiseand requiressanitation inspections by certified sanitarianand
may have attendants and an onsite manager.

LEVELS. ONSITE GRILL:

In additionto productsofferedinLimited Onsite Snack Bars (asdescribed above) thisfacility mayincludea full line
of prepared hot foods from a grill and fryer station. This level of service requires complex food service equipment,
building utilities, and operational food preparation practices. Onsite Grills require sanitation inspections and have
attendants and an onsite manager.

LEVELS®. CAFE:

Inadditionto productsoffered in Onsite Grill (as described above) this facility mayinclude a limited line of
prepared hot vegetablesand entreeseach day. This levelof service requirescomplex food serviceequipment,
buildingutilities,and operationalfood preparationpractices. Cafesrequiresanitation inspectionsand have
attendantsandan onsite manager.

LEVEL?Y. CAFETERIA:

Inaddition to products offered in Cafes (as described above) this facility may include a wide range and selection of
hotand cold foods each day. This level of service requires complex food service equipment, building utilities, and
operationalfood preparation practices. Cafesrequiresanitationinspectionsand haveattendantsandan onsite
manager.

Figure A-5a. Service Level or Facility Type Definitions
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SUMMARY INFORMATION AND

RECOMMENDED LEVEL OFSERVICE

(see instructionson reverseside)

1. FEDERAL BUILDING NAME

a. | Address d. | Delegated

'b. [SQ.FT. e. |Site

c. | Leased/owned f. | Area

2. OICCUPANT AGENCIES | 1stLEAD | 2™ 3™ Others
a. | Tenant Agencies

b. | DayPopulation

c. | NightPopulation

d. | Est. LunchPatron

e. | PublicAccess

f. | Security

g. | Special Request

3. RECOMMENDED LEVEL OFSERVICE # SIZE, LOCATION

1. | VendingMachine Areas

2. | Sundry

3. | Prepackaged Snack Bar

4. | Limited Onsite Snack Bar

5. Onsite Grill

6. | Cafe

7. | Cafeteria

Figure A-6. Summary Informationand Recommended Level of Service.
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Instructionsfor Completing Summary Informationand Recommended Level of Service

Summary information and recommended service level are the property manager's feasibility

findings and should be forwarded for appropriateaction.

Q@mooo o N

3.

O o0 TP

Indicate building name and the following information:

Address;

Buildingsize, square feet;

Leased, owned:;

Delegated;

Urban, metropolitan, or rural site; and

Area development (commercial or noncommercial, new or redevelopment).

Provide information regarding the building occupants as indicated in figures 1-3.
Indicate the tenant agency or in a multi-tenantbuilding list the major agencies.
Indicate the day population of the building (during peak load conditions).
Indicate the night population of the building (during peak load conditions).

Provide an estimate of the lunch patronage for day service (35% of line #5, figure 1-4).
Indicate the accessibility the public has to the current or proposed food service facility.

List any security factors that currently or will affect the level of service.
List any special requirements of the food service facility under consideration.

AppendixA-1
Concessions Feasibility Study

Indicate the recommended concessions services (number, size, and the location of each in the
table), for the Federal buildings, as indicated in figure A-5, Service Level Chart.

Provide any comments or additional information.

Figure A-6a. Instructionfor Completing Summary Information and Recommended Level

of Service.
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Appendix A-2, pages 1-6
Methods and Processes in providing Concessions

The following flow chartsare to give the Property Manager (PM) a general
understanding on the methods and their processes that are recommended in
providing concessions services. The ConcessionsProgram coversany food or
snack facility i.e. vending machine, sundry, prepackage, onsite snack bar, grill,
cafe, and cafeteriafood service that is operated by a Randolph-Sheppard
vendor, commercial, or non-profit contractor. Pages 1 through 6 of these
charts illustrate recommended methods and processesto arrange the essential
services.

Contracts

When the feasibility study indicates that a food service is needed to meet a
complex market need such as a cafeteria, café, or on-site grill, the PM should
follow the process as outlined in flow chart Figure A-3, page 3, Contract
Process. On-site grill operations may also be arranged through Randolph-
Sheppard Permits, depending on the reputation of the program provider.

Contracts, Combinedall Food Servicesin Building

When the feasibility study indicate that a food service is needed to meeta
complex market need and the operation can only be sustained by combiningall
of the concessions operations in the building the PM should follow the process
as outlined in flow chart Figure A-4, page 4.

Randolph-Sheppard Permits

When the feasibility study indicate that a simple food service is needed such as
a on-site grill, limited on-site, prepackaged, or sundry snack bar, the PM
should follow the process as outlined in flow chart Figure A-5, page 5.

Randolph-SheppardVendingMachinePermits
When the feasibility study indicate that vending machines are needed, the PM
should follow the process as outlined in flow chart Figure A-6, page 6.

Appendix A-2, page 1
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Appendix A-2 page?2

MARKET ANALYSIS & FEASIBILITYSTUDY
PROCESSBEGINS, (SEE APPENDIX A-1)

REQUIREMENTS
He——————

ON-SITE-
GRILL
LIMITED
ON-SITE

CAFETERTA
CATE
ON-SITE-
GRILL

COMBINED
ALL
CONCESSIONS
SERVICE IN
BUILDING

VENDING
MACHINE

PREPACKAGE
SUNDRY

SEE SEE SEE I SEE
APPENDIX APPENDIX APPENDIX | i APPENDIX
A-2 page 1 A-2 page?2 |\ A-2 page 3 l’ || A-2 page 4

CONTRACTS CONTRACTS RANDOLPH- | || RANDOLPH-
PROCESS PROCESS SHEPPARD | || SHEPPARD
PERMIT |I'|] PERMIT
PROCESS J} !l PROCESS

NSNS

A-2, page 2
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CONTRACTS
PROCESS
i REGIONAL | CAFETERIA |
i OPTION DIRECT  i........| CATE i
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Appendix A-3
Safety and Sanitation Standards for Food Service Equipment

This guide is to assist the PM in conveying industry food service equipment safety and sanitation
standards for food service equipment to the asset managers, realty specialists, project managers,
and architects during the planning phase of new food services.

1 National Sanitation Foundation (NSF) standards. Comply with National Sanitation
Foundation standards and criteriaas follows, and provide NSF "Seal of Approval* on each
manufactured buy-out and fabricated item.

a. No. 2-73, Food Service Equipment.

b. No. 4-73, Commercial Cooking and Warming Equipment.

c. No. 35-70, Laminated Plastics for Surfacing Food Service Equipment.

2. National Electric ManufacturersAssociation (NEMA). National Electric Manufacturers
Association Publications; ICS-77, Industrial Controls & Systems.

3. Underwriter's Laboratories (UL). Underwriter's Laboratories, Inc. for electrical
components and assemblies, provide either UL labeled products "Publications; 197-78,
Commercial Electric Cooking Appliance; or, where no labeling service is available, provide
components from the UL "Recognized Component Index".

4. American National Standards Institute (ANSI) standards. For gas-burning equipment,
comply with ANSI 221-series standards. Comply with ANSI B57.1 for compressed gas cylinder
connections and with applicable standards of the Compressed Gas Association for water
connection air gaps and vacuum breakers.

5. American Gas Association (AGA). Gas-fired equipment should be AGA approved,
equipped to operate on the type of gas available at the job site and should contain 100 percent
automatic safety shut-off devices.

6. National Fire Protection Association (NFPA)standards. Complywith NFPA, 96 for
exhaust systemsand with NFPA 17 and 96 for fire extinguishing systems.

7. AmericanSociety of MechanicalEngineers (ASME) code. Comply with ASME Boiler
and Pressure Vessel code for steam generating and steam heated equipment; provide ASME
inspection, stamps, and certification of registration with National Board.

8. National Electrical Code (NEC). Comply with NEC for electrical wiring and devices
included with food service equipment.

9. AmericanSocietyfor Testing Material.
a. A167-77 Stainless and heat-resisting chromium-Nickel Steel Plate, and Strip.
b. A525-79 Steel sheet, zinc-coated (galvanized) by the Hot-Dip Process, general requirements.

10. Public Health Service (PHS). Plan the foodservice facility accordingto PHS; Food and
Drug Administration 1999 Food Code and local health and Safety codes.
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R/S Section B Notice to SLA
APPENDIXB-1
SAMPLENOTICELETTERTOSLA
DATE: CERTIFIED MAIL
Address: TOSLA RETURNRECEIPTREQUESTED
Dear

In accordance with the regulations implementing the Randolph-Sheppard Act, 34 CFR 395.31 (a)
& (c),the General Services Administration (GSA) givesnoticetothe| insertstate
identification]State Licensing Agency for the blind of a vending facility opportunity.

Building Name*

Address*

*or, in lieu of Building Name and Address:

Delineated Area:

City & State

Names of Tenant Agenies:

Number of Personnel

Square Footage of Space to be occupied

Office Hours

Estimated Occupancy Date

This opportunity (is or is not) a project involving relocation from space where a Randolph-
Sheppard vending facility already exists.

If ves. grovide the Building Name and Address of the current location:

Project Manager or Realty Specialist

Office Symbol

Telephone No.

Space Request No.

Sincerely,

Name of PM
APPENDIXB-1




Concessions 08/01 Appendix B-2
Randolph-Sheppard R/S Permit

APPENDIX B-2

DEPARTMENT OF EDUCATION
Office of Special Education and Rehabilitation Services
Washington, DC

APPLICATIONANDPERMITFORTHEESTABLISHMENTOFAVENDING
FACILITY ON FEDERAL PROPERTY ASAUTHORIZEDBY PUB L. 74-732,
AS AMENDEDBY PUB L.83-565AND TITLE Il OF PUB L. 93-516
(RANDOLPH-SHEPPARD ACT)

The of the State of , the designated
State Licensing Agency (hereinafter referred to as "SLA), requests approval of
the General Services Administration, the Federal property management agency
(hereinafter referred to as "FPMA"), to place a vending facility on the property
located at

Satisfactory Site: It has been determined that this location meets the criteria of a
satisfactory site as definedin 34 C.F.R. 395.1 (g). Any exceptions are
documentedin AttachmentA.

Tvpe, Location and Size of Facilitv: Type of facility (defined in Instructions for
Form OHF-RSA-15); Facility size: (A
general floor plan of the facility is documented in AttachmentB). The types of
articles to be sold and services to be offered are enumerated in Attachment C.
The fixtures and equipment for this facility including the responsibility for the
provision thereof, are set forth in AttachmentD. The location, type and number
of vending machines, which constitute part of this facility, are noted in
Attachment E. The facility will operate days of the week (except holidays
observed by the Federal Government) from AM. to P.M.
commencingon

Machine Income Sharing: The type and location of each vending machine
located on this property and the specificincome sharing provisionsin 34 C.F. R.
395.32 applicableto each such machine will be indicated in Attachment F.
Vending machine income will be disbursed to the SLA on at least a quarterly
basis, or as otherwise agreed.

Other Terms and Conditions: Both parties must comply with 34 C.F.R. 395.35.
Any additional terms and conditions applicable to this location are in Attachment
G. This permitis issued for an indefinite period of time subject to suspension or
termination for noncompliance by either party with any of the agreed upon terms
and conditions of the permit. By mutual agreementthe SLA and the FPMA may
terminate the permit after providing 180 days written notice of the intended
termination, including the reason for it and supporting documents to the other

Appendix B-2.1
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party. Both parties must comply with all regulations issued in Title VI of the Civil
Rights Act of 1964. The reason for denying the application must be sent in
writing by the FPMA to the SLA.

Approving Property Official: Approving Licensing Agency:
Name Name
Title Date Title Date

Appendix B-2.2
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ATTACHMENT A
SATISFACTORY SITE LOCATION

SATISFACTORY SITE: No exceptions

Appendix B-2.3
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ATTACHMENT B

See floor plan attached.
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ATTACHMENT C
TYPES OF ARTICLES SOLD AND SERVICED

MENU ITEMS TO BE SOLD:

The design, construction, installation, and operation of vending facilities shall be
in compliance with all applicable health, sanitation, safety, and building codes
and ordinances.

Appendix B-2.5



Concessions 08/01 Appendix B-2
Randolph-Sheppard R/S Permit

ATTACHMENT D
LIST OF FIXTURES

Appendix B-2.6
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ATTACHMENT E
LOCATIONOFVENDINGMACHINES

AUTOMATIC VENDING MACHINES, AS FOLLOWS:

Appendix B-2.7
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ATTACHMENT F
INCOME SHARING

Appendix B-2.8
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ATTACHMENT G
OTHER TERMS AND CONDITIONS

Note: See Appendix B-3, Attachment G for Randolph-Sheppard Permit
Performance Standards and other potential permit requirements.

Appendix B-2.9
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APPENDIX B-3

Attachment G
Other Terms and Conditions

Randolph-Sheppard Permit Performance Standards
The SLA shall ensure that vendors:

¢ Conductthemselves, at all times, both personally and in business, in a first-class,
professional, and businesslike manner with integrity consistent with reputable
business standards and practices, and that their behavior is also consistent with
promoting a high reputation and positive image of GSA and the United States of
America. The same shall be true of any SLA or vendor employee who may also
work in the facility from time to time.

s Provide prompt, efficient, and courteous service to customers of the vending facility.
¢ Maintainthe vending facility and all appurtenancesin a clean and sanitary condition.

+ Comply with all aspects and provisions of the 1999 or most current version of U. S.
Food and Drug Administration (FDA) Food Code, as well as all state and local codes
and regulations applicable to the type and size vending facility covered by this
Permit.

+ Comply with all Federal, State, and local fire and life-safety, accessibility, electric,
and other codes governing occupancy of the premises in which the vending facility
is located. Where there is a conflictin the requirements of any of these codes, the
vendor shall comply with the most stringent requirement. Stringency shall be
determined by that which assures the highest level of quality, occupant safety, and
accessibility of the vending facility.

e Correct, within the time period required by GSA and/or the regulating authority, any
state or local code or food code deficiencies identified during any inspections of the
vending facility.

¢ Establish a complete quality control program to ensure that the requirements of the
Permit are being met. The program shall be subjectto GSA'’s review and approval.

In addition to the above, and as evidenced by increased sales, high customer
satisfaction, a written system and strateqgies for handling customer complaints, and the
results of various inspections, the SLA shall ensure that, during the term of this Permit,
the vendor demonstrates his or her abilities to:

e Run a successful sales promotion and public relations campaign.

Appendix B-3.1
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Use quality merchandise.
Analyze markets in which a facility would operate and determine appropriate foods
and services to be offered (within the permit).

e Achieve excellent customer service and problem solving by managinginventories,
e.g., tracking expiration dates, discardingold or damaged merchandise, etc.

e Delegate tasks and responsibilities to employees in keeping with their skills and
abilities.

Also, as evidenced bv inspectionrecords confirming the implementation of afood
safety system appropriate to the particular operation inspections, the SLA shall ensure
that the vendor demonstrates his or her abilities to:

e Carry out safe food handling and storage requirement proceduresin compliance
with Federal (1999 or current FDA Food Code), state, and local health department
regulations.

Understand the link between personal hygiene and food borne iliness.

o Properly label and store food products with the expiration date of the item clearly

visible and to remove products that are beyond their expiration date.

Additional Permit Requirements

e MaintenanceandReplacementof VendingFacility Equipment. The SLA shall
maintain all vending facility equipmentin good repair and in an attractive condition
and shall replace worn-out and obsolete equipment as required to ensure the
continued successful operation of the facilities.

s Application for Designation as an SLA. The SLA shall take adequate steps to
assure that each vendor understands the provisions of the Permit and any
agreement under which helshe operates, as evidenced by hislher signed statement.

e Building Pass and Security Clearance. GSA shall have and exercise full and
complete control over granting, denying, withholding, or terminating clearances for
the vendor and the vendor's employees. The vendor shall ensure that all employees
obtain a GSA/Contractor identification/building pass before the employee enters on
duty.

e Maintenance, Repairs and Replacementof Government Owned Equipment. The
SLA isresponsible for the maintenance, repairs, replacement, and servicing of all
Government owned equipmentit uses at this location. The preventive maintenance
should be in accordance with the manufacturer's suggested maintenance guide for
each individual piece of equipment. The SLA will submitto the GSA Buildings
Manager, and annual preventive maintenance schedule.

« Liability. The Government will not be responsible in any way for damage or

loss/occasioned by fire, theft, accident, or otherwise, to the vendor's stored supplies,
materials or equipmentorthe employees' personal belongings.

Appendix B-3.2
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1.

APPENDIX B-4
Randolph-Sheppard Checklist

State Licensing Agency (SLA) must be given notice (certified letter) regarding
possible vending site when facility will house 100 or more Federal employees
or 15,000 square feet or more will be acquired for use by a federal agency.
[34 CFR 395.31 (d)]. The five key elementsthat are included in the notice are
as follows:

e Address or delineated area of proposed location.
Tenant agencies and number of Federal employees to be served.
Amount of space to be occupied by tenants.
Office hours.
Estimated occupancy date.

G8A's Property Manager (PM) determines level of food service. Ifthe SLA
declines a site offered by GSA, the PM should receive a letter from the SLA
formally declining the space. If the SLA is interested in the site, notify the
Realty Specialist so that adequate space arrangements can be made for the
vending site.

SLA is responsible for the purchase, installation, maintenance, repair,
replacement, servicing and removal of vending facility equipment without
chargeto GSA.

If SLA requests the renovation of existing vending facilities, it is at their
expense.

When GSA builds or substantially renovates space that meets the criteria for
mandatory notification, the property manager must send "written notice" of the
concessions opportunity to the SLA by certified or registered mail with return
receipt. [34 CFR 395.31(c)~(d)].

If GSA is relocating or leasing a new location, ascertain whether or not this
new location involves the relocation of tenants from any other existing site
already served by a Randolph-Sheppard Vending facility. If the new site is
leased and it is part of a multi-tenantbuilding and "the lessor or any of his
tenants” has established a food facility or has entered into a contract for the
future operation of a food facility in space not included in the lease, then the
mandatory notification requirement "shall not apply.” [34 CFR 395.31(f)].

The SLA prepares and submits to GSA the applicationand permit [34 CFR
395.16]. GSA may and should assistin the preparation of the documents and
ensure the inclusion of performance and customer service standards in the
applicationand permit documents. When GSA executes the applicationand
permit,the documentbecomes the approved permit. Informationthatis

Appendix B-4.
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included in the documents are:

Type of facility.

Amount of space.

Hours of operation.

Inclusion of seven attachments --Attachment A through G.

Appendix B-4
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SAMPLE REQUEST FOR PROPOSAL

INTRODUCTION

The purpose of this guide is to assist the GSA Property Manager (PM) in draftinga Request for
Proposal (RFP) for an essential and viable food service.

Contracting for food service requires extensive cooperation between the Contracting Officer
(CO) and Property Manager (PM) personnel. PM should meet with the CO to determine what
information is required to activate the process and bring it to a successful conclusion. Teamwork
and good communication are essential to a positive outcome, and these skills should be
emphasized during all phases of the process.

It is imperative that the CO and PM determine how complex the procurement process needs to
be. When the Governments requirements are simple the procurement process should reflect the
same conditions. The CO and PM shall exercise good judgement in defining the needs of the
Government. The contract requirements should address the specific food service needs of
specific building and the building occupants. The detail and complexity of the RFP should match
the complexity of the food service required for that specific location. Remember that selected
requirements may increase or reduce the cost, services, and administration responsibilitiesfor the
Governmentor contractor.

The CO and PM need to take care that this guide and its sample appendixes are not copied in its
entirety. This is a tool to assist in the preparations of the food service feasibility study, RFP,
models, and SSP. Select the requirements, options, factors that provide an effective and viable
level of food service for a specific site. The CO and PM shall be consistentin the governments'
requirementsas they are drafted into the RFP, models, and SSP.

In some cases the Government has detailed knowledge of what level of food service the market
place can provide and in those cases the RFP may include such details. In other examples the
Government may have little information of what level of service could be successful or viable
and depend on offerors evaluating the opportunity to respond with a successful proposal. A
simple procurement may consist of a proposal that request details on past performance,
experience, and what food service the offeror may propose, including an oral presentation by the
offerors. The RFP requirements, evaluation factors, and requested information from offerors
should be consistent.

Guidance and other important information are noted in bold red print that is contained in a
double line border. Also, optional requirementsare noted in this same format and the PM must
select what requirement meets his needs. The PM may select to use or not to use any of the
reauirementsor factors, including those listed under ogtions.

Individual options and associated information are generally numbered and noted in italicized
print.
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PART I - THE SCHEDULE

SECTIONA. SOLICITATION/CONTRACT FORM

Insert the Solicitation/Contract Form.
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SECTIONB. SUPPLIES OR SERVICES AND PRICES

1. Description of services.I'he contractor shall establish and operate a foodservicefacility
described herein for the purpose of dispensing food, nonalcoholic beveragesand such other items
as may be authorized by the contracting officer (CO) in accordance with the terms and conditions
of this contract.

2. Terms of contract.

a. Profitand administrative expenses. The contractor shall maintain the menu price structure
in such a manner so asto result in a combined net profit and administrative expenses of not to
exceed 10% of gross sales minus sales taxes from the operation on an average annual basis over
the full-term of the contract. Any excess of allowable profit or administrative expense shall be
reflected in lower food cost to patrons.

(1) If the 10% combined net profit and administrativeexpense is exceeded at the expiration or
termination of the contract, the excess shall be payable to the Government. It is the intent of this
contract that profit be computed over the full term of the contract. The Government will impose
no intermediate or short-term limit on the accumulation of profit by the contractor. However, the
contractor shall take appropriate action to ensure any excess does not exceed the 10% by more
than 50% over any one year period unless specifically allowed by the CO in writing.

(2) Ifless than 10% net profit and administrative expense accrues to the contractor or, that the
contractor actually incurs a loss, the contractor shall absorb such deficit or loss and the
Government shall not in any way be liable therefore.

The PM shall determine which of the 2 options is in the best interest of the Government. In
making this decision the PM may choose to require no payment from the contractor and/or
adding contract operational improvement responsibilities to Section C #5. Responsibilities of the
Contractor. k. Contract Operational Imorovements

b. Paymentto the Government.
Option 1. No paymentto the Government s required.

Option 2. The contractor shall pay to the Government one and one Aalf (1&1/2) percent of gross
sales minus sales taxes.

(1) This payment shall be made monthly, in arrears; the first payment shall be made not later
than thirty days after the end of ¢4e first month of operation. This paymentto cover the first
month's operation or fraction theredfayment shall be by check made payable to the General
Services Administration,and mailed or deliveredto:

General Services Administration
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P. 0. Box85023
Dallas, TX 75285

(2) The check shall be marked, "concessions check" identified with the contract number and the
month for which the payment is being made. A copy of the check shall be forwardedto the
program office. Accompanying the check shall be a brief statementindicating the net monthly
sales, the month for which the paymentis being made, and the contract number.

(3) Any monies due the Governmentupon the expiration of the contract must be paid in
conjunctionwith the submission ofthe final monthly Profit/Loss Statement. The contractoris
granted a period of ninety days fromthe date of the last day of operationsunder the contract to
submit hisfinal statement.

c. Contractperiod. The specific beginningdate is to be designated by the CO. The contract
shall be for a period of 5 years effective with the beginning date specified in the Notice to
Proceed. At the option of the CO, it may be extended thereafter for terms of from 1 to 5 years. In
no event shall the contract period as extended, exceed a period of 15 years from the beginning
date of the original contract.

(1) The CO shall give a written notice to the contractor at least 180 days before the contract, or
any extensions thereof, would otherwise expire.

(2) Approximately days after notice of award, the contractor shall organize the business,
procure necessary equipment and have a complete organization ready to begin full operation as
provided herein.

d. Termination of contract.

(1) Convenience. Either party may terminate this contract without cause, by first giving the
other party 180 days written notice of its intention to do so.

(2) Default. The Government may terminate the contract if the contractor defaults or fails to
comply with the requirements of the contractand the contractor's rights under the contract and
the occupancy of the Government premises shall end. The Government may reenter the premises
held by the contractor, without demand or notice and any notice to which the contractor would
otherwise be entitled would be waived. The contractor shall be responsible for losses and
damagesto the Government resulting from the contractor's default or failure.

(4) Atthe time of termination of this contract, or extensions thereof, all Government-owned
equipment shall be returned to the Government in good condition, ordinary wear and tear
excepted.

(3) The contractor may remove or dispose of his equipment and property, subject to any
Government liens on such equipment and property to satisfy any claims against the contractor
whichare not satisfied by his warranty.
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e. Modification of contract. Modifications of the terms of the contract may be made by mutual
agreement in writing between the parties. Any change, should result in equal benefit to both the
Governmentand contractor.

f. Adiustments. Inthe event the contractoris not realizing a reasonable profit or is incurring a
loss, adjustments may be negotiated to permit a reasonable profit. For the purpose of this
provision, a net profit of 4-6% will be considered a reasonable profit.

g. Accountine terms. The definitions of accounting terms are as defined on the GSA Form
2817, Monthly (or 4 week) Profit/Loss Statement.
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SECTIONC. DESCRIPTION/SPECIFICATION

The PM should provide the most accurate and accountable information possible in section C, |
through 4 to enable the purposed contractors to provide the highest quality and level of service
possible for our building tenants. Accurate information should be available from the
recommended feasibility study for new and renewed contract requirements (Appendix A) and the
Governments Model Performa.

1. Scope of work. The contractor shall establish and operate in the contractor's name, the food
service facilitiesas shown in 2. below, for the purpose of dispensing food, nonalcoholic
beverages, and other items as may be authorized by the CO, in accordance with all termsand
conditions specified herein. This cafeteria is to be operated for the benefit of approximately
employeeswho will be occupants in the building.

a. Building Location.

b. Building Population.

Total day population

Total night population

Total building population

Special note: The Governmentshall not be held responsible for any variation from this employee
population figure since the extent of occupancy is not guaranteed.

2. Description of facilities.

a. Areaand location in the building.

b. Seating Capacity.

¢. Performance data (last 12 full months available).

Patronage: Breakfast Check Avg
AM Break Check Avg
Luncheon Check Avg
PM Break Check Avg
Other Check Avg
Total Sales
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3. Tentative occupancy schedule.

These dates and figures are estimates furnished as information only to guide the cafeteria
contractor in establishing the operation.

4. Hours of service.

a. Service schedule. Cafeteriaservices will be provided 5 days per week, Monday through
Friday (except holidays observed by the Federal Government), as follows:

Breakfast am. to am.
AM Break am. to am.
Luncheon a.m. to p.m.
PM Break p.m. to p.m.
Other p.m. to p.m.

b. Modification to service schedule. Any request for modifying the hours or days of service
shall be submitted for approval of the CO. Service schedule may be adjusted and negotiated with
the contractor by the CO as necessary to accommodate the requirements of the occupying
agencies. Evening meals and/or service on Saturdays, luncheon meetings, and special functions,
may be required periodically by the occupant agencies and shall be negotiated with the contractor
by the CO.

5. Responsibilitiesof the contractor. The contractor shall provide prompt, efficient, and
courteous service, and avoid undue interference with the operation of buildings in which services
are orovided. Licensesand oermits shall be obtained as reauired bv State and local authorities.
and all applicable building, health, sanitary, and other regulations and laws shall be observed.
The contractor shall employ sufficient and suitable personnel, secure and maintain insurance,
maintain records, submit reports, and observe other contract requirements, all as more
specifically set forth herein. The contractor shall pay each and every fee, cost, or other charge
incident to or resulting from operations under the contract. This includes paymentsto the
Governmentas required in these Special Contract Requirements. Reasonable care shall be
exercised in the use of space and Government-owned equipment and, upon contract termination,
the contractor will yield such space and equipment in as good condition as when received. This
excludes ordinary wear and tear, and damage or destructionbeyond the contractor's control and
not due to the contractor's fault or negligence.

a. Service. The contractor shall operate and manage the cafeteria in the name as shown on the
contract at the Federal building and any franchise right, sale, transfer, merge or deviation shall be
broughtto the attention of the CO and all terms negotiated.

The contractor will provide busing service to remove any remaining soiled dishes after patrons




Concessions 08/01 Appendix C-1
Developing a Contract Sample RFP

have removed trays, dishes and utensils from tables. Dish carts or a conveyor belt will be
strategically located in the dining area (as the case may be).

The Contractor will assure that tables and chairs are cleaned before each patron is seated.

The contractors will provide post consumer recycled paper napkins in GSA food service
facilities. Recyclable cups/lids shall also be provided for individual carryout service for
beverages where feasible.

In connection with the sale of refreshments for special occasions, the contractor will be required
to furnish thermal jugs, containers for sugar and cream, paper napkins, paper cups, and plastic
spoons.

b. Menus. Itshall be the responsibility of the contractorto provide a variety of quality prepared
foods that meet business and industry standards. The contractor shall comply with and support
the 1990 and all subsequent revisions of U. S. Dietary Guidelines (i.e., offer foods low in total fat,
saturated fat, cholesterol, sodium, and sugar; such as, lean meats, low-fat dairy products,
vegetables, fruits, and grain products). The contractorshall use only vegetable oils low in
saturated fats and in minimal amounts in their recipes; and in deep frying, pan frying, grill frying
and baking. The quality and appearance of food on each operatingday shall be consistent with
approved food service industry standards for comparable "business and industry”. The contractor
shall give menu change notice to the patrons with easy-to-read menus with prices listed and
prominently displayed. Menus shall be posted at or near the food service entrance as well as near
the service points.

(1). Provide a detailed description of the menu cycle, and the complete menu including the
featured specials, promotional events, merchandising practices, and market innovations that
enhance their proposed menu.

(2). Summarize the number of daily items under each food category, such as the number of
luncheon entrees, vegetables, salad bar items, desserts, beverages, soups, bread/rolls, breakfast
items, sandwiches, specials, grill items, etc. Summarize the total number of different items in
each category for the complete menu cycle. Provide a complete menu book.

The PM shall determine which option is in the best interest of the Government. (Option 1), If the
food service is large, successful and must meet a complex market need, the PM should include a
suggested menu structure and schedule (or sample of) to assure that a variety products are
available. (Option 2), The contractor has discretion over what menu items are sold and what type
of menu best promotes a successful Government operation.

Option | . The Contractor shall provide avariety of food inthe cafeteria/food-court on
each operating day and shall be consistent with approved food service industry standards
for comparable "business and industryifeterias/food-courts.

ﬂ The PM may select to use a sample daily menu or shall insert the required minimum number in “
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Appendix c-1
Sample RFP

Option 1 continued. The contractor shall provide the following minimum number of daily items

under each food category:

BREAKFAST: LUNCHEON: MISCELLANEOQUS:
Meats Entrees Fruits
Eggs Vegetables Bread/rolls
Other items Made-to-specials Pastries
Sandwiches Grilled Items Desserts
Made-to-specials Sandwiches Beverages
Salad bar items
Soups

Self-Serve items

Self-Serve items

Option 2. The Contractor shall determine what product best suit the market opportunity and
shall provide the information as shown in b. Menus above. This solicitation carries no minimum
requirementsfor menu product offered and the contractor hasthe discretionto propose those
menu items that will provide the most advantageous menu that will promote a successful
Governmentfoodservice operations for building tenants. The contractor hasthe responsibility
to maintain his proposed menu subjectto renegotiations.

c. Menu Price. It shall be the responsibility of the contractorto provide products and service at
market competitive rates or better as compared to area business and industry.

The PM shall determine which of 2 options is in the best interest of the Government.

Option 7. The contractor shall submitcomplete price andportion books for their submitted
menus. The menu, price and portions as submitted in the contractor's proposal shall be binding

upon the contractor.

(1) Contractors may submit request for price adjustments using a percentage increase by menu
category method. Any change in menu, price, or portion including additional items for sale shall
be submitted for approval of the CO, via certified mail.

(2) This method of requestingaprice increase issimple and direct; a minimum of
documentationand/or justificationis required by either the contractor or the CO. The contractor
can identify amenu category (ies) which he had determined s (are) underpriced. The categories
of menu items can be identified asentrees, vegetables, beverages, soups, desserts, etc. The
identification could also be more specific as beef, frozen juice, dairy products, etc.

(3) Thecontractorsimply requests blanketauthority to increasea category (ies) by a specific
percentage figure or specific amount he has determinedto be necessaryto maintain viable
operation, including the realization ofa reasonable profit.

(4) The CO shall respond to the request within twenty one (21) calendar days of the receipt of
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all pertinentdata or the change shall take effect automatically after the contractor completes the
required procedures.

(Option2) The contractor determines what prices best promotes a successful Government
operationand hastotal discretionon pricing.

d. Equipment and utensils provided by the contractor. The contractor shall provide all
required equipment and utensils not provided by the Government under the provisions of
Responsibilities of the Government, paragraph 6. The contractor shall maintain required
quantitiesand replace such equipment and utensils when necessary because of loss, wear,
breakage, or obsolescence.

(1) Allitems shall be of good quality, suitable for the purpose of its intended use, and consistent
with the quality of the various items provided by the Government. All equipment furnished by
the contractor shall be subject to approval of the Government.

The PM shall determine which option is in the best interest of the Government.

(2) Option . A physical inventorywith item prices shall be made of all equipmentprovided by
the contractor. An approved copy signed by the CO or his authorized representative shall be
filed with the contract.

(2) Option 2. No physical inventoryrequired..

(3) The contractor shall provide all necessary food service equipment and utensils of the general
character but not limited too, as listed below:

Equipment See notes below:
Cash registers (a)
Chinaware and dishes (b)

Containers and cans, all types

Dispensers, napkins

Furniture, office

Glassware

Inserts, steam table and counters

Machines, office and cash handling

Menu boards, letters, price markers

Dish machine racks, and storage (©)

Safe

Scales, food preparation

Sharpeners

Silverware

Trash receptacles (d)

10
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Tray {(b)
®Jtensilsand kitchenware
Vehicles (e)

(@) The contractorshall provide preset totalizer electronic cash registers which will perform the
following functions: Data entry display, printing, audit control, storage of operating totals
automatic tax, multiplication and other computations. The contractor shall provide a complete
description, including catalog cuts and other descriptive literature, of the registers they propose to
furnish. Any special utility provided by the Government, such as a dedicated electrical service
line shall be noted in conjunction with the catalog cut sheets.

(b) Itis incumbent upon the contractor to verify sizes and capabilities of Government furnished
dish, bowl, and mug dispensingequipment and to provide chinaware of appropriatesize and
weight to suit equipment. Also note type of self-bussing equipment in use, and dining table top
sizes for trays.

(c) Ascertainthe type and quantity of Government-owned dish machine and storage racks
provided in the facility with relationshipto contractors mode of service.

(d) Trash receptaclesshall be of hard non-toxic plastic material. Single service plastic liners
shall be used in conjunction with these receptacles. All trash containers will be provided with
self-closing swing-tops.

(e) The operational use and expense of a vehicle is authorized only when specifically approved
in writing by the CO or as a requirement of the contract.

e. Eood gualitv. The contractor shall serve tasty, appetizing, and quality food in accordance
with industry standards. All foods served shall be free from adulterationand misbranding.
Uncooked items, such as fresh fruits, shall be clean and free from blemish. All foods shall when
served, be attractive in appearance and be crisp, moist, dry, tender, etc., as may be appropriate in
each case.

f. Sanitation. The contractorshall through proper food storage and preparation, serve food
under clean and sanitary conditions in accordance with the provisionsand recommendations
contained in the Food and Drug Administration's 1999 Food Code. All foods served shall be
wholesome and free from spoilage and, safe for human consumption. All foods shall be held and
served at the correct temperature.

(1) Allemployeesassigned by the contractor to perform work under this cafeteria contractshall
be physicallyable to do their assigned work and shall be free from communicable diseases. The
contractor shall adhere to the Food and Drug Administration's 1999 Food Code and all local
codes and regulations relating to food service sanitation.

(2) If vending machinesare operated under the contract, they shall be constructed, maintained,
and operated in accordance with the Food and Drug A nistration's 1999 Food Code.

11
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g. Personneland supervision. The contractor shall employsufficient personnel to maintain
sanitary conditionsand satisfactory service which will ensure promptand efficient service. All
employees shall be sober, conscientious, neat, and courteous. The contractor must at all times
provide an adequate staff of food service employees to perform the varied and essential duties
inherent to a successful food service operation.

(1) The contractor's employees shall wear a distinctive item of clothing such as a badge, cap,
armband, blouse, or uniform as a means of identification during the time they are in the building.
The contractor's employees shall wear proper uniforms, including hair nets and/or head covers
during the time they are performingtheir duties in the building. Legible name plates identifying
each employee shall be provided by the contractorand displayed as part of the uniform.

(2) The contractor's employees shall be required to change their clothing in the locker rooms
provided for that purpose and to maintain the room in a neat and clean condition.

(3) Employees of the contractor shall be fully capable of performing the type of work for which
they are employed.

(4) The contractor must provide adequate, trained relief personnel to substitute for the regular
employees when they are absent in order that a high quality food service operation will be
maintained at all times.

(5) The contractor shall require the employees to comply with such instructions pertaining to
conductand building regulations as are in effect for the control of persons in the building, or as
may be issued for that purpose by Government representatives.

(6) The contractoris required to schedule an employee training program that will continue for
the duration of this contract and any extensions thereof, to ensure that their employees perform
their jobs with the highest standards of efficiency and sanitation.

(7) Allarticles found by the contractor, the contractor's agents or employees, or by patrons and
given to the contractor, shall be turned in to the Buildings Manager's office as lost and found
items.

The PM shall determine if the following option is necessary to meet a complete market need.

(8) Oprion. The contractor shall employa full time, onsite manager who possesses the
necessary gqualifications to supervise the cafeteria effectively, unlessthe contractor,as an
individual,servesas a full-time manager. The contractor's manager will be delegated the
authority integral to the day-to-day effective operationof the cafeteriarelative to personnel
supervisionandtraining, menuplanning, purchasing,costcontrol,sanitation, etc. The
contractor'smanager will be replaced, on 30 days notice, upon request of the CO for
operational deficiencies determined to be a result of inferior direct management. For general
oversight,a representative of the contractor, other than the manager, shall visit the facility
periodically, as scheduled with the Government. Inaddition the contractor executive

12
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representativeshall visit the facilitiesto adjust matters requiring attention upon 48 hours
advance rotice from the Government.

h. Trash removal.

The PM shall determine which of 2 options is in the best interest of the Government.

Option I. The contractorwill contractfor trash removal,asanoperatingexpenseat a fiequency
consistent with the volume of trash generated by the normal operation of the facility, and the
adequacy of the space designed by the PAf for the trash (dumpster, bin, etc.) container. The type
of container service contracted will be in compliance with all Federal, State, and local
environmental codes. Any exceptionsto this provision must be directed in writing by the CO.

Option 2. The contractorwill collect all trash associated with his operationand removeitto a
designatedtrash (dumpster, bin, etc.) container as approved by the PM.

I. Contractor performedrepairs.

The PM shall determine which of 2 options is in the best interest of the Government.

Option I. The contractor shall adjust, repair, and continuously maintainin a satisfactory
condition,all equipmentand utensils used under the contract, regardless ofwhether provided by
the Governmentor by the contractor. The contractor shall be responsible for the repair and the
repair cost (material, parts, and labor) of each Government-owned equipment item not to exceed
8 __ per repair. The contractor shall immediately performthese repairs whenever they are
required and shall norify the PM when such work is being accomplished. However, repairson
cafeteria equipment covered by a warranty or guarantee agreement shall not be initiated without
the prior approval of the CO, or PM. The contractor shall reportany potential need ofrepairs
where the cost of labor, parts and materialsis expectedto exceed § _ .

Option 2. The contractor has no repair requirements for Government-owned equipment.

j. Contractorperformedmaintenance.

The PM shall determine which of 3 options is in the best interest of the Government.

Option 1. The contractor is required toperform apreventive maintenance programon all
Government-owned equipment in accordance with Appendix 10, Cafeteria Preventive
Maintenance Guide.

Option2. The contractor is required to performa preventive maintenance programonall
Government-owned equipment in accordance with the manufacturer's suggested maintenance
guide or the Government's maintenance guide for each individual piece ofequipment.

(1) Within 30 days after receiving the required maintenance guides from the Government, the
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contractor shall submit to the PM an annual preventive maintenance schedule. The PM shall
review and approve the maintenance schedule. The contractor will forward to the PM within 30
days after each month, the preventive maintenance work that was actually performed and the
dates that each job was accomplished.

(2) Inthe event the contractor does not have a maintenance department or qualified maintenance
personnel, the contractor is required to contract with a qualified equipment maintenance source.
Failure of the contractor to perform preventive maintenance on the equipment may result in the
Governmentobtaining the services of a recognized maintenance company and billing the
contractor for such services.

Option3.The contractor has no Preventive Maintenance requirementsfor Governmentowned
equipment.

k. Contractor Operational Improvement.

The PM shall determine if this option is in the best interest of the Government.

Option. The contractor through his bookkeeping process shall set aside each month anamount
equalto | %% of gross sales minus sales tax for contractoperational improvements. The
contractorwiththe approval ofthe PA/ could usethis resourceto promote new market
innovationsinnewtechnology, conceptsand equipment, marketingandpromotions, and other
upgradesandserviceimprovements. Whenenhancementsare madethe contractorwould
accomplish the work and pay the associated invoicesthrough itsnormal accounts payable
proceduresanddebitthe amount firom their accounts. The contractors profitand loss statement
would indicate the accumulativeamountsavailable for useand theamounts used. Should the
contractbe terminated with apositive balance, the CO will advise the contractor on howto
disperse the accumulated total.

Should the contract be terminated or expire with a positive balance shownonthe P & L
statement, funds equal to the amount may be used in termination restoration, (improvements,
cleaning, and small wares) or the balance disbursed to Miscellaneous Receipts of the Treasury. It
is advised that PM or the contractor not let this responsibility accumulate from year to year. This
is not a Governmentaccount set up by the CO (GSA has no authority) or a separate bank account
that the contractor would have to pay a bank maintenance or service fee.

1 Cleaning andianitorial services.

The PM shall determine which of 2 options is in the best interest of the Government.

OptionI. The contractoragreesto furnishall labor, supplies, materials, equipment, and
supervisionsufficientto maintain the cafeteria kitchen, serving, and dining areas in a clean,
orderly, and sanitaryconditionatall times.

Option 2. The contractor agreestofurnishall labor, supplies, materials, equipment, and
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supervision sufficientto maintain the cafeteria kitchen and serving areas in a clean, orderly,
and sanitary condition at all times.

(1) The contractor shall submitto the PM the brand name or manufacturer of any materials
proposed for use in connection with the work of this contract, before beginning work. The PM
may reject any material considered unsuitable for the purpose, or harmful to the surfaces to
whichit is applied.

(2) Equipmentused in the performance of the cleaningand janitorial services shall be of the type
and of sufficient capacity to assure high quality work, and shall meet with the approval of the
PM.

(3) The food service contractor shall be responsible for the maintenance of the floors and may
subcontract with a qualified commercial cleaning contractor to accomplish this work.

(@) Resilienttile floors are to be spray buffed weekly and thoroughly stripped and waxed every
three months. Alternate floor maintenance systems which will achieve the same results may be
substituted subject to the approval of the CO.

(b) Carpeted floors are to be vacuumed and spot cleaned daily and shampooed as required to
maintain appearance and minimize wear and deterioration.

(4) Cleaningand janitorial services shall be performed on a regular schedule and shall meet the
highest standards of sanitation common to the food service industry. The followingcleaning
schedule is shown as a guide but does not limit the contractor responsibility to keep the area
clean.

Daily.

Sweep and damp mop kitchen & serving area, including walk-in refrigerators.

As required, sweep, damp mop, & spray buff resilienttile & Vacuum carpet & spot clean.

Spot clean tile walls and posts in dining and kitchen areas.

Damp wipe all doors and door windows.

Clean rest rooms and locker rooms.

As required, empty trash and rubbish cans designated by PM.

Clean trash receptacles, trucks, carts, and dollies.

Clean dishwashers, coffee urns, beverage dispensers, counters, conveyor belts, etc.

Clean tray rails, and glass sneeze guards over serving line.

Weekly.

Clean chairsand table pedestals.

Steam clean mobile equipment.

Clean hoods exterior up to and including filters in kitchen.

Wash entire cafeteria receivingdock and trash room.

Spot clean carpet.
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Spray wax and buff resilient floors.

Clean all portable fans.

Quarterly.

Strip and wax all resilienttile floors.

Shampoo carpet as required.

Semi-annuallv.

Perform high cleaning of pipes and louvers.

Clean the tile walls in kitchen and dining areas.

Wash venetian blinds, if any.

Clean all fans, and ventilators.

(5) Failure to keep any of the facilitiesin a clean condition may result in the withdrawal of the
privilege of using such facilities or the CO may have the facility cleaned by other means and the
cost of such work charged to the contractor.

m._Security areas. The contractorshall comply with the onsite building security plan and be
responsible for security of all areas under the contract. Designated employees shall have the
responsibility for determining that all equipment has been turned off, that windows are closed,
lights and fans turned off, and doors locked when the cafeteria is closed. This should be a matter
of a daily report to the Guard Office upon leaving the building. The PM shall have access to all
areas under this contract 24 hours a day. The contractor shall make access available with keys
marked for emergency use only, sealed in an envelope and maintained in the building security
office.

n. Hazardous conditions. Inaddition to paragraph (f) of the Service Contract Act of 1965 (as
amended), the contractor shall be responsible for the correction of unsanitary or hazardous
conditions that are dangerous to anyone using the food facility. This shall include any employee,
agent or representative of the contractor, Federal employee or other patrons of the food service
facility and shall be applicableto any portion of the facility that is under the jurisdiction of the
contractor.

o. Liabilitv. The Government will not be responsible in any way for damage or loss occasioned
by fire, theft, accident, power outage or otherwise to the contractor's stored supplies, materials or
equipment, or the employees' personal belongings. Any personal injury or physical damage to
the building or equipment resulting from fire or other causes shall be reported to the PM
immediately.

p. Eire and civil defense drills. The contractor shall comply with the onsite-building plan and
notify the fire department in the event of fire. All of the employees of the contractorshall be
organized and trained to participate in fire and Civil Defense drills including the reporting of
fires.

g. Records &Reporting requirement. The contractor shall maintain such accounting records
in connection with operations under this contract as are satisfactory to the CO. The contractor
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shall take all necessary precautions to assure that all income received from any source is
immediately recorded through cash register sales tickets and that all expendituresare supported
by appropriate vouchers.

(1) Routine monthly (or four week) statements. The contractor shall furnish copies of the

monthly (or four week) profitand loss statement to the CO and the program office [name and
address] within thirty (30) days after the end of the monthly (or four week) accounting period.
The profitand loss statement shall be submitted on GSA Form 2817, monthly (or four week),
Profit/Loss Statement or a substantially similar report. The CO or representativesshall, as
required and necessary, examine all phases of the financial operation of the cafeteria. The
contractor shall take periodic physical inventories of all food stocks on hand at least once each
quarter.

(2) Contractor certification of end-of-fiscal year statement. All cafeteriacontractorsshall
certify their end-of-fiscal-year profit/loss statementsfor submission to the CO and the program
office. The purpose of this requirement is to place greater emphasis on the contractor's
responsibilityto submit accurate and timely reports, while significantly reducing the need and
frequency of administrativecontract audits by agency personnel. The contractor is requested to
provide annually the following information (non-certified) relating to patronage and sales:

Schedule Time Daily Patronage Check Average

Breakfast

A.M. Break

Luncheon

P.M. Break

other {describe)

(3) Equipment records. The contractor shall give the CO a signed receipt for the Government-
owned equipment listed in Part I Section J. List of Documents, Exhibits, and Other Attachment.
Throughout the contract period the contractor shall maintain current records of all equipment and
utensils used in the contract operation, properly indicating thereon all additions, replacements
and removals.

The PM should include the following requirement if option 1 was selected in section If, d.
Equipment and utensils grovided by the contractor.

Option |. Atthe beginning of the contract period,the contractor shall submit to the CO a list of
the equipment and utensils which the contractor will provide.

r. Operating expenses.

(1) The contractor is permitted to incur the usual type of operating expenses for cafeteria
services. Operating expensesare the actual net costs after deduction of trade discounts, cash
discounts, rebates, etc., which accrue or which the contractor becomes obligated to pay because
of operations under the contract. These expenses may include, but are not limited to:
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(a) The cost of food sold.

{b) Salaries and wages.

(c) Janitorial services.

(d) Repairsand preventive maintenanceto the Governmentand contractor owned equipment.

(e) Depreciation.

(f) Telephoneservice.

(g) Laundry.

(h) Postage.

(i) Insurance.

(j) Transportation of goods.

(k) Paymentto the Government.

(1) Supplies and materials.

(m) Rentals of equipment (only when approved in writing by the Contracting Officer).

(n) Workman'scompensation.

(0) Payroll taxes.

(p) Other taxes and licenses.

(q) Employee benefits.

(r) Cost of decorations, posters, advertising handouts, etc., promoting special occasions or
holidays. All activities shall be confined to the interior of the building.

(2) The followingare not allowable as operating expenses under the terms of the contract, but
are to be recovered as part of the administrative expense:

(a) Payroll computationsand disbursementsof employee salaries.

(b) Wagesand salaries of home-office employees and general administrative, executive, and
management officials for general supervision of the contract.

(c) Accountingexpenses, including costs of preparing financial reports.

(d) Supervision of facilities by contractor's home office personnel.

(e) Other wages and salariesto the extent that they exceed those normally paid for similar work
in the locality, unless approved by the CO.

(H) Home Office management costs, such as general management overhead, transportationof
management personnel, and any other indirect management costs, as related to this contract.

(9) Repairs necessaryas the result of negligence of the contractor or his employees.

(h) Payment for forms and other supplies or stationery.

(i) Other exuensesincurred without the approval of the Contracting officer.

s. Depreciation. The Contractor shall provide a depreciation schedule that is consistent with
their proposal for contractor provided equipment, including small wares, for the CO approval.
Upon the expiration or termination of this contract, the contractor agrees to offer for sale to the
Governmentor a successor contractor, all small wares and equipment provided by the operator
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under this contract for an amount equal to the salvage value plus any non-amortized costs. The
Governmentshall not be liable for such costs in the event it decides not to exercise its option to

purchase or arrange for purchase of the aforementioned small wares and equipment.

6. Responsibilities of the Government.

a. Contractto ouerate the facility. The Governmentagrees to grant to the contractor the right

to establish, manage and operate a cafeteria in the Federal Building to prepare and sell food,
nonalcoholic beverages and such other products as the Government may authorize.

b. Vendingstands. The Governmentreservesthe right to permit the establishment of vending

stands to be operated by the following State licensing agency under the Provisions of the
Randolph-SheppardAct (20 U.S.C. 107):

c. Eacilities. The Government will provide kitchen, serving, and dining space, heating,

ventilationand air conditioningand the utilities for operations under the contract as indicated. It

will provide adequate ingress and egress, including a reasonable use of existing elevators,

comdors, passageways, driveways, and loading platforms. It will as it deems necessary, provide:

(1) improvementsand alterationsto prepare or recondition assigned space for its intended
purpose, including applicable sanitary requirements.

(2) maintenance and repair to building structure in cafeteria space, including painting and
redecoration, the maintenance of gas, water, steam, sewer, and electrical lines, ventilation,
electrical lighting fixtures (including relamping); floors and floor coverings, walls and ceilings.

Thisexcludes expenses of repairs necessary because of negligence on the part of the contractor or

the contractor'semployees.

(3) equipmentas listed. The CO may expand, replace or reduce the equipment list, as the
Governmentdeems necessary. Subject to adequate maintenance and repair of equipment by the
contractor (if required) the Government will replace component parts of, and make repairsto
suchequipment.

d. Government-ownedegquipment. The Government may furnish for the contractor's use,
equipment of the character listed as follows:

Bar, back | Kettles, steam

Boosters Lockers

Cabinets, fixed Mixers, food, motor-driven

Can washing equipment Ovens, all types

Carts, dish Plates, hot

Cold food holding equipment Rails, guide or tray

Condiment stands Ranges

Conveyors Refrigerators, all types and components
Display counters and equipment Sinks

Dining room tables and chairs Shelving, storage
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Dish lowerators Slicers

Dish washing machine Steamers, all types

Dispensers, hot and cold drink Surface fire suppression systems
Disposal(s), waste, or similar system Tables, cook's, baker's, dish, kitchen
Grills Toasters, all types

Fountains, water Traps, grease

Freezers, all types Urns, coffee Trucks, dish

Hoods Fryers, deep fat

Hot food holding equipment

Ice dispensers

Ice maker/dispenser

Other food service equipment that is constructed as part of the building and affixed to the
structure.

7. Rights and authority of the Government.

a. Approval. Atanytime, the Governmentshall have the right to send its representative into
space assigned for contract use, for inspection or other purposes approved by the CO. All phases
of the contract operations shall be subject to the review and approval of the CO, including the
detailed provisions stated herein.

b. Public spaceThe Government reserves the right to use dining areas and other public spaces
at other than serving periods, for meetings of Governmentemployees or other assemblies. After
each use the space will be cleaned and rearranged without expense to the contractor.

8. Restrictions.

a. Equipment. The contractorshall not remove, install, or operate any equipment not specified
and permitted by the CO.

b. Patronage. The facilitiesis provided for the benefit and conveniences of Federal employees
and patronage from other sources may be regulated by the Government.

c. Weekends and Federal holidays. No work shall be performed weekends or Federal holidays
without prior approval of the PM.

d. Eacilities. The contractor can only use this space for activities specified in the contract. The
contractor may utilize centralized food preparation and storage sources located elsewhere.
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Section D Packaging and Marking

1. Pavment of postage and fees. All postage and fees related to submitting information
including, forms, reports, etc., to the Contracting Officer (CO) or the contracting officer's
representative (COR) shall be paid by the contractor.

2. Marking All information submitted to the CO or the COR shall clearly indicate the contract
number of the contract for which the information is being submitted.
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Section E Inspection and Acceptance

1. Government Inspection of Services Services, as used in this contract, includes services,

workmanship, and material furnished or utilized in the performance of services.

a. The contractor shall provide and maintain an inspectionsystem acceptable to the Government
covering the services under this contract. Complete records of all inspection work performed by
the contractor shall be maintained and made availableto the Government during contract
performance and for as long afterwards as the contract requires.

b. The Governmenthas the right to inspect and test all services called for by the contract, to the
extent practicable at all times and places during the term of the contract. The Government shall
perform inspections and tests in a manner that will not unduly delay the work.

c. Ifthe contractor fails to provide services in compliance with the contract, the Government
may by contract or otherwise, perform the services. The Government will chargeto the
contractor any cost incurred in performance of such service, or terminate the contract.

2. Inspections.

a. Facilities operated under the contract can be inspected periodically by representatives of the
Government, including Federal, state and local health departments. The Contractor shall be
advised of unsatisfactory conditions. Deficiencies shall be corrected and the results reported to
the PM in a timely manner or written justificationfor an extension be made.

b. The Government shall have the right to send its representative into areas assigned for the
operator's use, at anytime, for inspection or other purposes approved by the CO.

c. The contractor will be subject to a periodic, unannounced audit of the food service facilities
by a representative of the CO. The audit shall specifically include a comprehensive review of:

(1) Service quality, attentiveness, courtesy, and similar factors.

(2) Food quality, presentation, merchandising.

(3) Sanitarypracticesand conditions.

(4) Personnel appearance.

(5) Training program techniques, schedulesand records.

(6) Safetyconditions.

(7) Menu compliance, as indicated in the minimum acceptable menu profile.

(8) Portion sizes submitted in the business plan.

(9) Cash Register tapes and sales records.

3. Government personnel.
a. Contractingofficer. The CO (list the name and address ),
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has the overall responsibility for the administration of this contract. The CO alone, without
delegation is authorized to take actions on behalf of the Governmentto amend, modify or deviate
from the contractterms, conditions, requirements, specifications, details and/or delivery
schedules. However, the CO may delegate certain other responsibilities to authorized
representatives.

b. Contractine officer's representative. The COR (list the name and address

), Is designated by the CO to assist in the discharge of the CO's
responsibilities when the CO is unable to be directly in touch with the contract work. The
responsibilities of the COR include, but are not limited to; determining the adequacy of
performance by the contractorin accordance with the terms and conditions of this contract. The
COR acting as the Government's representative in charge of work at the site shall ensuring
compliance with contract requirementsand advise the CO of any factors which may cause delay
in performance of the work.

c. Contract inspectors. Contract inspectorsare subordinates of the COR and are responsible
for the day-to-day inspectionand monitoring of the contractor's work. Contract inspector
responsibilities are (but not limited to), ensure compliance, conduct inspections, documentation
and written inspection reports, assure that all defects or omissions are corrected, conferring with
representatives of the contractor regarding any problems encountered, and generallyassisting the
COR.

23



Concessions 08/01
Developing a Contract

SECTION F and SECTION G

OPEN

AppendixC-1
Sample RFP

24



Concessions 08101 Appendix C-1
Developing a Contract Sample RFP

SECTION H SPECIAL CONTRACT REQUIREMENTS

1. Identification/building pass. The contractorshall see that every new employee has a
GSA/Contractor identification/building pass before the employee enters on duty. GSA
personnel, designated by the COR, shall furnish and fill out these passes. The contractorand the
COR shall sign each pass issued. All passes must contain an expiration date. The contractor shall
see that all employees carry their passes with them during duty hours and show them upon
request. The COR or other GSA personnel designated by him shall periodically verify passes of
contractor employees with their personal identification.

a. The use of photo-identification badges will be at the option of the Government. The contractor
shall make his employeesavailable for photo-identification badges, on a schedule to be worked
out with the COR.

b. The Government will make the badges after a favorable security report has been received on
the contractor employees. GSA personnel will take the pictures and furnish the equipmentand
material to make the identification badges. Contractor employees shall sign each badge at the

time of photographing.

c. The contractor shall see that all badges are returned to the COR when employees are dismissed
or terminated. The contractor will notify the COR when employee badges are lost.

d. It will be the responsibility of the contractorto pay for replacement badges,

2. Security clearance requirements(nonclassified contract). The contractorwill submitto

the COR at least five work days before the starting date of contract, one completed Form FD-
258, "Fingerprinting Chart" and one GSA Form 176, "Statement of Personal History" for all
contract employees who have access to the building in performance of the contract work. These
forms will be submitted for replacementemployees before entrance on duty. The Government
will furnish necessary forms. If the CO receives an unsuitable report on any employee after
processing, or if the COR finds a prospective employee to be unsuitable or unfit for his assigned
duties, the contractor shall be advised immediately that such employee cannot continue to work
or be assigned to work under the contract.

a. All contract employees are required to be cleared everythree years. For employees cleared
through this process while employed by the previous contractor in the same building, the new
contractor shall only be required to submit another set of these forms if the employee has not
been cleared within the last three years, or if required by the COR.

b. The Government shall have and exercise full and complete control over granting, denying,
withholding or terminating clearances for employees. The Government may, as it deems
appropriate, authorize and grant temporary clearance to employees of the contractor. However,
the granting of a temporary clearance to any such employee shall not be considered that full
clearance will follow. The granting of either temporary or full clearance shall in no way prevent,
preclude or bar the withdrawal or termination of any such clearance by the Government.
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PART II, CONTRACTCLAUSES
SECTIONI CONTRACT CLAUSES

The PM shall determine if the following requirement is necessary based on market conditions.

1. FAR 52-228-1 Bid Guarantee (APR 1984).

Required when applicable under Uniform Contract Format (UCF). Not applicable to commercial
items, though may be allowable under tailoring provisions of FAR 52.214-4.

Optional. Offerorsshall furnish a bid guarantee in a penal amount not to exceed $5,000.00.

Failure to furnish a bid guarantee in the proper form and amount, by the time set for opening of
bids, may be cause for rejection of the bid.

a. The offeror (bidder) shall furnish a bid guarantee in the form of a firm commitment,suchas a
bid bond, postal money order, certified check, cashier's check, irrevocable letter of credit, or,
under Treasury Department regulations, certain bonds or notes of the United States. The CO

will return bidguarantees, other than bid bonds, to unsuccessful bidders as soon as practicable
after the opening of bids, and to the successfud bidder upon execution of contractual documents
and bonds (including any necessary coinsurance or reinsurance agreements), as required by the
bid as accepted.

b. If the successful bidder, upon acceptance of its bid by the Governmentwithin the period
specified for acceptance, fails to execute all contractual documentsor give a bond(s) asrequired
bythe solicitation within the time specified, the CO may terminate the contract.

c. Unlessotherwise specified in the bid, the bidder will allow 60 days for acceptance of its bid
and give bond within ¢ days after receipt of the forms by the bidder.

2. GSAR 552.228-75 Workmen's Compensation Laws (APR 1985).

Required when applicable under UCF. Allowable under commercial items and is included under
GSAR 552.212-71 (applicable when checked under this clause).

The Act of June 25, 1936, 49 Stat. 1938 (40 U.S.C. 290) authorized the constituted authority of
the several States to apply tbeir workmen's compensation laws to all lands and premises owned
or held by the United States.

3. PAR52-228-5 Insurance - Work on a Government InstallationfAPR 1 1984).

Required when applicable under UCF. Not applicable under commercial items, though may be
allowable under tailoring grovisions of FAR 52.212-4.

~ The contractor shall, at its own expense, provide and maintain during the entire performance
period of this contract at least the kinds and minimum amounts of insurance required in the
Schedule or elsewhere in the contract.

a. The contractor shall certify in writing and show evidence to the CO that the required insurance

has been obtained before commencing work under this contract. Any cancellation or material
change adversely affecting the Government's interest shall not be effective for such period as
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prescribed by State laws, or until 30 days after the insurer of the contractor gives written notice to
the CO, whichever period is longer.

b. The contractor shall insert the substance of this clause, including this paragraph (b), in
subcontracts under this contract that requires work on a Government installationand shall require
subcontractors to provide and maintain the insurance required in the Schedule or elsewhere in the
contract.

At least 5 days before entry of each such subcontractor's personnel on the Government
installation, the contractor shall furnish (or ensure that there has been furnished) to the CO a
current certificate of insurance, meeting the requirements of paragraph (a) above, for each such
subcontractor.

4. GSAR552.237-71 Qualification of Emplovees (APR 1984).

Required when applicable under UCF. Allowable under commercial items and is included in
GSAR 552.212-71 (applicable when checked).

The CO may reauire dismissal from the work of emvlovees that he deems incomvetent. careless,
insubordinate, unsuitable or otherwise objectionable, or whose continued employment he deems
contraryto the public interest or inconsistent with the best interests of national security. The
contractor shall fill out and cause each of his employees on the contract work to fill out, for
submission to the Government, such forms as may be necessary for security or other reasons.
Upon request of the CO, he and his employees shall be fingerprinted. Each employee of the
contractor shall be a citizen of the United States of America, or a lawfully admitted alien.

5. Statement of wage rates and fringe benefits,

The SCA appears to apply to NAF contracts over $2,500, under both commercial items and UCF.

The Service-Contract Act. as amended. reauires the contractine aeency to state the comparable
rates which employees would be paid if employed by the Government, (Reference paragraph
(k)(2) of GSA Form 2166). These rates are for information only, and do not control the
rates to be paid under the contract. The following classes of service employees expected to be
employed under the contract would, if employed by the GSA, be paid not less than the following:

a. % of Basic Hourly Rate Employee Class, Hourly Monetary Wage as Fringe Benefits

Retirement 24.7%

Health Insurance | 3.5%

Life Insurance 5%

b.Sick Leave Provided By Law:
[13 days of sick leave per year

¢. Paid HolidaysProvided By Law:

New Years Independence
Washington's Memorial
Martin Luther Kings Birthday Columbus
Veterans, Thanksgiving
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| Labor | Christmas Day

d. Vacationsor Paid LeaveasProvided By Law:

2 hrs. of annual leave ea. wk. for an employee with 3 yrs. or less of service.

3 hrs. of annual leave ea. wk. for an employee with 3 to 15 yrs. of service.

4 hrs. of annual leave ea. wk. for an employee with 15 or more yrs. of service.

6. Wage determination. Offerorsare advised that the various classes of service employees who
will be employed in the performance of the contract awarded under this solicitation must be paid
the minimum monetary wage and shall be furnished fringe benefits shown on the attached Wage
Determination No. . This determination was issued under the provisionsthe McNamara-
O'Hara Service Contract Act (79 Stat.-1034), and in accordance with Part 4.3 of 29 CFR Part 4.

7. CONTRACT CLAUSES AND FORMS. Insertthe GSA Form 3504, Service Contract
Clauses (11-86), in this section. The CO is responsible for modifying the GSA Form as necessary
to ensure compliance with changes to the Federal Acquisition Regulation (FAR) and the General
Services Administration Acquisition Regulation (GSAR).

8. SERVICE CONTRACT ACT of 1965. Insert GSA Form 2166, Service Contract Act of

1965 (as amended) (4-84). Also insert the applicable wage determination issued by the
Departmentof Labor.
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PART III LIST OF DOCUMENTS,EXHIBITS,
AND OTHER ATTACHMENTS

SECTIONJ-LIST OF DOCUMENTS, EXHIBITS,AND OTHER
ATTACHMENTS
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PART IV - REPRESENTATIONSAND INSTRUCTIONS

SECTIONK-REPRESENTATIONS,CERTIFICATIONS,OTHER
STATEMENTSOFOFFERORS

Note to Contracting officer:

Insert the GSA Forms 3503, Representationsand Certifications in this section.
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SECTION L - INSTRUCTIONS, CONDITIONSAND NOTICES TO
OFFERORS

Based on the determination made by the PM for the previous sections, parts of thi scction
should be expanded or deleted as necessary to reflect the requirement of the contract.

1. Bid guarantee reguirementA bid guarantee is required in an amount not to exceed
$5,000.00, (See clause 52.228-1 Bid Guaranteeand GSAR 5352-228-71 Bid Guarantee in Part
Sectionl.)

2. Insurance requirementl iability insurance coverage, written on the comprehensive form of
policy, is required in the amount of $500,000 per occurrence for bodily injury and $50,000 per
occurrence for property damage. (See clause 52.228-5 Insurance - Work on a Government
Installation in Part II, Section 1.)

The PM may determine that an oral presentation is in the best interest of the Government in
addition to written proposal. All additional data made to the written proposal should be reflected
| in the office notes of the nresentation.

Optional: The Government may requirean oral presentation of the total operating plan,
includingthe proposed menuand cycle, pricingpolicies, proposed s¢affing, sanitation, budget
and start up plan, and should include backup data as it relates to the proposal, and its realistic
projection of sales, cost, andprofit.

3. Instructions on submitting proposals. Offerors shall submit an original and two copies of
the proposal, prepared in such format and detail as to enable the Governmentto make a thorough
evaluation thereof and to arrive at a sound determination as to whether or not the offeror can
meet the Government's requirements. Your proposal package shall be sealed in an envelope and
should be affixed with the small tag (optional Form 17). All envelopesshall clearly identify your
firm name and address.

4. Contents of the proposal. Each proposal should be divided into two parts and be sufficiently
complete and organized to ensure that evaluation can be made on the basis of its content. Itis
important that the proposal be organized as specified since the GSA scoring sheet used in the
evaluation will parallel the specified order. Both parts, properly identified, may be in the same
binder or loose-leaf cover.

a. Partl General Information. The general information portion of the submission should
contain:

(1) Ihe offeror'ssigned SF-33. GSA Forms 3503 and 527.

(2) Einancial qualifications of offerors. Each offeror submittinga proposal on the work
reauired bv this contract is reouested to submit with their offer evidence of their financial
responsibilityand capacityto carry out the terms of the contract. This information should be
submitted on GSA Form 527, Contractor's Qualifications and Financial Information.
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b. Part1I = Specific Information. Each offeror submittinga proposal on the work required by
this contract is requested to provide the following information in full detail:

As stated in the introduction, this document is a general guide to assist the GSA Property
Manager in the drafting of an RFP for an essential and viable food service. The contract
requirements should address the specific food service needs of a select building (s) and it
occupants needs. The detail and complexity of the solicitation should match the complexity of
the food service required for that specific location.

After contract requirements have been determined, the PM must select the appropriate factors
that the Government plans to evaluate and what type of information is required for the
Government to determine the best offeror. Evaluation factors should reflect the contract
requirements. The PM should select only those factors and specific information that is required
for the draft RFP.

(1) PastPerformance. Listthe name and address of a minimum of one government agency or
two private sector accounts that reflect the conditions as stated in this solicitation, under recent
(within one year) and/or existing contract operations. List the name and title of the client contact,
telephone number, opening date, building population, patronage, annual dollar value, and type of
contractualarrangements; i.e., management fee, profit and loss, fixed price or other.

(2) Experience. Inadditionto general background information, state experience in operating
similar facilities, contract, and financial arrangements. State available regional and home office
experience and operations in the geographical area that would enhance operations.

(3) Resources. Provide your organization charts showing the chain of command of supervision
and staff that will supplement your unit management. Provide background and qualifications of
the on-site manager type to be assigned to the operation if you are awarded the contractand a
brief resume on the key managers listed in the chain of command. Provide policiesand
procedures relative to employee and management training program and indicate resources for
providingbackup.

(4) Menu cvcle and variety. State the length of your menu cycle and how often it changes
throughout the year. Provide the complete menu cycle that you will implement, showing selling
prices. Include your policy for featured specials, promotional events and merchandising
practices. Summarize the number of daily items under each food category, such as number of
luncheon entrees, vegetables, salads, desserts, beverages, soups, bread and rolls, breakfast items,
sandwiches, specials, grill items, etc. Summarize the total number of different items in each
category for the complete menu cycle.

(5) Sanitation. Include standards, operating requirements, sanitationtraining programs,

inspection procedures, frequency schedules, and management reports. The contractor should state
which services and yearly cost projections for subcontract cleaning.
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(6)_Preventive maintenance. State the preventive maintenance practices that demonstrate the
adequacy of the preventive maintenance program and practices as proposed in guidelinesand
schedules. Provide a description of the preventive maintenance program you will employ in
complying with the terms of this contract.

(7) Controls. Describe accounting systems and proceduresto include information required in
the Rdttude sample of management reportsand other control checks with planned frequency
schedules. Assure accounting system providesinformation on sales, meal counts, check
averages, and cost per meal data. Demonstrate that internal audits are conducted on operational
controls, financial statistics, methods, procedures, and systems. Assure the adequacy of control
checks, reports, and frequent reporting schedules; and provide sample reports and schedules.

(8) Menu portion. prices and standard unit of measurement price. State your pricing
policies and procedures for establishing portion sizes and prices. Provide a complete menu price

and portion book. Include each standard unit of measurement price.

(9) Staffing. Provide a comprehensive and detailed color-coded daily staffing chart for the
operation of this facility. Complete the attached Sample Staffing Guide, Appendix C - 2b.
Provide your organization charts showing the chain of command of supervisionand staff that
will supplement your unit management. Indicate any subcontracting of functions such as
cleaning or maintenance services.

(10) Innovations. Detail the proposed program of capital development and or facility
improvement (operations or innovative concepts) over the life of the contract, commencing
within the first year. State the amount, location, and specific function of proposed programs,
including conceptual drawings, and approximate time lines for design and construction, and/or
the operational or foodservice concept that will improve the service equal to the commercial
market place. Include an amortization schedule demonstrating how the alteration costs will be
recovered while product prices remain competitive in the market.

(11) Budget (profoerma)Provide a projected annual operating budget (profit and loss
statement) with a written explanation of how each line was developed, including the estimated
customer participation, check averages and sales for each meal period. Include the cost of all
subcontracting. Complete the attached profit and loss or Pro-forma Budget Guide, Appendix
C-2a. Your pro forma should be based on the number of business days projected by the Federal
Government for a given year.
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SECTION M - EVALUATION FACTORS FOR AWARD

1. Evaluation factors for award. The Government will make award to the responsible offeror
whose offer conforms to the solicitation and presents the best value to the Government unless the
SLA for the blind submits an offer that is determined to be in the final competitive range. If the
SLA s in the final competitive range, it will be awarded the contract in accordance with the
Randolph-Sheppard Act.

The PM may determine that an oral presentation is in the best inierest of the Government in
addition to written proposal. All additional data made to the written proposal should be reflected
in the office notes of the gresentation.

Optional: The Government may require an oral presentation of the total operatingplan,
including the proposed menu and cycle, pricingpolicies, proposed staffing, sanitation, budget
and start up plan, and should include backup data as it relatesto the proposal, and its realistic
projection of sales, cost, and profit.

Again, the PM must select the appropriate evaluation factors that the Government plans to
consider. The PM should select from the following factors and list them in accordance with the
importance assigned to each. It is recommended that the factors Past Performanceand’ -
Experience each be 150% times as important to the Government in the evaluation as any other
single category.

The relative importance of each Factor sl :1d be stated in this section and the Factors prioritized
and listed in order.

a. Past Performance. The Governmentconsidersthe past performance of the offeror in
providing comparable food services.

The offeror has successfully performed for accounts with:

e recent (i.e., within the past 3 years) profit-&-loss (as opposed to management fee) contracts.

e atleasta comparable (within __%) of the patronage and volume.

e atleastacomparable (within %) building population, seating capacity and food service
square feet.

e comparabletypes (cafeteria/café/snackbar) and levels of service (full service/limited onsite).

The offeror fulfills its fmancial obligations and contractual commitmentson a timely basis.

The survey report indicates satisfaction with:

quality of food.

menu variety, merchandising, and service level.
value provided to patrons.

maintenance of unit (and preventive maintenance).
resolving complaints, suggestions and follow-ups.
from unit, districtand corporate management.
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b. Experience. The Government considers the experience of the offeror in providing
comparable food services.

The offeror has successfully performed for accounts with:

o atleastfive years of experience in the food service industry with a sales volume sufficientto
establish operational credibility for this contract.

o at least three years of experience in facilities similar to the size, scope complexityand
projected sales volume of the subject building involving point of service marketing and state
of the at equipment.

o atleast three years of experience in profitand loss operations under similar financial
arrangements.

The offeror has demonstrated that the company can handle the additional sales volume generated
by the proposed contract as far as its home office support and management team are concerned.

c. Resources. The Government considers the resources of the offeror's organization, including
management level staffing, training and proposed unit backup support in providing comparable
food services.

The offeror presents the firm's organizational chart, which clearly reveals sufficient, promptand
active managementand staffing support as well as backup support.

The proposal demonstrates that the offeror is organized to manage the contract, including:

e adistrict or other management office in close proximity; if not, the proposal explains how
management resources will be utilized to support the contract.

home office support, services and controls.

other operations in geographical area.

emergency resources that can be utilized.

schedules for unit analyses, visitations, audits with adequate frequency.

L N

Proposed districtand regional managers are trained and have 5 years' experience in comparable
type operations (patronage, volume, & square feet as specified above). The following conditions
are met or the offeror explains how resources would be made available:

e timeto properlysupervise this facility.

e proper corporate organization to manage this contract.

e organizational structure to provide prompt supervisionand staffing.

e division or appropriate organizational entity to handle this type of facility.

The offeror has demonstrated that the company can manage the additional sales volume
generated by this contract.

The proposed unit manager:

e has beensuccessful in previous operations.

e istrained and experienced for comparable operations.
was trained as a manager by the offeror.

e isfamiliar with company procedures.
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d. Menu Cvele and Variety. The Government considersthe provision of a complete menu
cycle, variety and daily patterns.

The offeror provides a complete menu cycle indicating the cycle length and changes throughout the
year.

The daily menu offerings:

o have high, medium, and low cost variety.

include seasonal menu items.

avoid repetitionand monotony.

offer more popular items frequently.

compare favorably with accepted current practice in industry.

The offeror'smenu descriptions:
e containand describe promotional and merchandising programs.
e add variety, stimulate interest, and attract new customers.

Sample menu offerings include variety of color, texture, flavor, shape, and appropriate garnish.

The offeror's menu has taken into consideration:
o the facility size, type, and patronage.

¢ available cookingand serving equipment.

e energy conservation.

e. Sanitation. The Government considers sanitation that demonstrates conformance with food
service standards.

The offeror demonstrates its understanding of the requirements by submitting a complete internal
sanitation program.

Proposed cleaningand sanitationservices are explained and are reflected in the budget.

The sanitation program is comprehensive and includes all phases of the operating requirements
with follow-up inspections and management reports.

The offeror details a complete sanitation training program; with refresher courses, and follow-up
on-the-job training.
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f. Preventive Maintenance. The Government considers preventive maintenance practices that
demonstrate the adequacy of the preventive maintenance program and practices as proposed in
guidelines and schedules.

The offeror includes a complete Preventive Maintenance program that demonstrates
understanding of its responsibilities under the contract. The program is comprehensive and
contains frequencies and type of maintenance proposed.

This factor should match the option selected in the RFP; option 1, standard level of maintenance
as noted in the Cafeteria Preventive Maintenance Guide, Appendix C-10; option 2, as complex as
the suggested manufacturer's guide, or option 3, no maintenance requirement.

g. Controls. The Government considers the accountingsystems provided by the contractor and
effective managementdata which produces information on sales, meal counts, check averages,
etc.

The accounting system provides the information required in the RFP.

The accounting system provides effective management data, sales, meal counts, check averages,
and cost per meal.

The offeror demonstrates the frequency of internal audits conducted on operational controls,
financial statistics, methods, procedures and system.

The offeror has adequate control checks, reports, and frequent reporting schedules for unit
analysis and audits; and provides sample reports and schedules.

h. Menu pertien. prices. and standard unit of measurement. The Government considersthe
offeror's menu price and portion, and standard unit of measurement price, and how it reflects
service level requirements.

The price and portion book is complete and lists menu portion, price, and standard unit of
measurementprice.

The overall pricing and portioning structure reflects service level needs and is advantageous to
the government.

Each category of the Menu Portion and Pricing comparison is consistentwith service level
requirements.

The proposal contains a description of policies on procurement procedures, discounts, inventory
controls and quality assurance.

i. Staffing patterns and schedules. The Government considersthe staffing levelsand patternas

required by the facility's layout, menu, patronage, and sales. Also considered is the daily and
weekly man-hour coverage for functions.
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The color-coded staffing chart and the weekly staffing schedule are completed and include
adequate backup data. Chart includes summary of hours (including breaks and lunch periods),
staffing positions, and functional responsibilities.

The staffing chart provides man-hour coverage for the required function of:
e managementand supervision.

e preparation, set-up, service, and utility.

e cleaning and sanitation.

o sales.

The staffing pattern reflects the needs and requirementsof:
¢ the facility layout, and menu variety.
o the patronage level and sales volume.

The staffing chart indicates that:
o salaries are in accordance with operation.
e wage scales conform to the wage determination in the RFP.

j. Innovations. The Government considers considers the offeror's proposed program of capital
development and or facility improvement (operations or innovative concepts) over the life of the
contract, commencing withinthe first year.

The amount, location, and specific function of proposed programs, including conceptual
drawings, and approximate time lines for design and construction, and/or the operational or
foodservice concept that will improve the service equal to the commercial market place.

Operational or concept plans and/or cost estimates and funding plan demonstrate how alterations
are proposed to be expensed, and when the proposals will be scheduled for completion.

An amortization schedule demonstrating how the alteration costs will be recovered while product
prices remain competitive in the market. Consideration will be given to proposals demonstrating
inventive funding and accelerated amortization.

A statement of compatibility of any proposed alterations with PM and tenant agency.

A detailed itemizationin the pro-forma budget reflecting the expense and amortization of any
proposedalterations

k. Budget (pro forma). The Government considersthe proposed total operating budget and
backup data as it relates to the proposal, and its realistic projection of sales, cost, and profit.

Projected annual operating budget is complete and accurate. The pro forma is realisticand
reflects contract requirements in the projection of:

e sales, (patronage, menu price, check average, and operating days)
e food costs (menu, menu price, and sales).
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labor, (staffing, management, supervision, preparation, utility, service, cleaning, sanitation,
sales, and wage determination).

operating expenses (including repair and PM, paper, and subcontracts).

payment in lieu of rent.

administration and profit.

innovations, if any, proposed in 7.j., above.

Budget contains line by line explanation of how each line item was derived.

Projected budget contains entries related to the cost and conditions:

of innovationsdiscussed in other parts of proposal.
in each section of the proposal.

of seasonal and holiday fluctuations.

local competition.

Pro forma compares favorably with Government model and percentages for costs are in line with
industrystandards.
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Appendix C-2a
SAMPLE, MODEL PRO-FORMA GUIDE
Proposed Facility
Date
Revised Date
[PRO-FORMA (PROFIT AND LOSS) MODEL
TOTALYEARTOTALYEARTOTALYEARTOTALYEARTOTALYEARTOTALYEARTOTALYEAR
FOOD COST [LABOR MISC. GOV'T ADMINIST. |PROFIT
COST COSTS INCOME COST
($) SALES $ $ $ $ $ $
(%) SALES % % % % % %
ISALES VOLUME PRO FORMA STATEMENT
DAY (SEE #1) (SEE #1) (SEE #1) (SEE #1) (SEE #1) (SEE#2)
SHIFT MEAL |#S (%) (#) CHECK $ TOTALS PER YEAR $
BLDG. PATRON. PATRON. AVERAGE [SALES SALES
OCCUPANTS
BREAKFAST
AM BREAK
LUNCH
PM BREAK
TOTAL
Notes: #1 This figure is a 12 months average.

#2 The year is a 251 operation daylyear.

Appendix C-2a




Concessions 08/01

Developing a Contract

Appendix C-2
Model Staffing Guide

Appendix C-2b

SAMPLE, MODEL STAFFING GUIDE

Proposed Facility

Date

Revised Date

ISTAFFING

POSITIONS

# PER
DAY

(SEE #1)
HOURS PER
YEAR

HOURS PER
DAY

(SEE #2) ($)
WAGE RATE
(%)
BENEFITS

($) PER YEAR
TOTAL

Super./Cook Il

Cook Il

Cook i

Bakers

Grill Cook

Prepar/Server

Utility

Dishwashing

Cashier

Sub-Total

MANAGERS

YEAR RATE ($)

BENEFIT (%)

Unit Director

Manager

Asst. Manager

NOTES:

#1 This figure includes vacation hours

#2 This US. Department of Labor, dated.

Appendix C-2b
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APPENDIXC-3

Direct Negotiationswith StateLicensing Agencies

The purpose of this guide is to assist the PM in direct negotiations with the State
Licensing Agency SLA process.

Direct Negotiations with the State Licensing Agencies (SLA):

1. The PM may recommend that the CO enter into direct negotiation with the SLA for
the operation of a cafeteria. Before the PM determines to recommend direct
negotiations with the SLA, the PM should review the reputation of the State in the
operation of comparable food services and their success in this level and type of service
delivery.

Direct negotiations with the State Licensing Agency (SLA) under the Randolph-
Sheppard Act are optional. This is not a requirement of the law, but included as an
option.

GSA gives priority to blind vendors as required by the Randolph-Sheppard Act for food
service procured by contracts in the award process. This process as detailed in the Act
allows the PM to give priority in a competitive procurement when the State Licensing
aaency submits a Propesal that is determined to be in the competitive range. See
Appendix C-4, Sample | ood Service Source Selection Fian, 7. Competitive 1Range.

2. Methodology and Process: If the PM plans to enter into direct negotiation with the
SLA the following recommended process is used.

a. Development of the Procurement. The CO and the PM, should complete the
Sample RFP, Appendix C-1; the Sample Model Government Pro-forma and Staffing
Guide, Appendix C-2a & b; and the Sample SSP Plan, Appendix C-4.

b. Notice to SLA. Initiate the Governments intentions to enter into direct negotiation
with a letter addressed to the head of the SLA. The PM should use the Sample Letter,
Notice to SLA, Figures C-3a, and include the Sample RFP, Appendix C-1. After
acknowledgment of receit of the initial GSA offer by the head of the SLA, and if so
directed in writing by this official, the region may continue in the negotiations.

3. Evaluate Proposal. The CO and the PM shall evaluate the SLA's proposal as
proposed in the Sample SSP Plan, Appendix C-4.
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A proposal that essentially offers to deliver services by subcontract must be rejected
since it is not within the intent of the Act

(1) If the CO determines the SLA has satisfactorily demonstrated its ability to
provide the services specified, the contract shall be awarded to the SLA.

(2) Negotiations must be concluded within the time limit specified in the Notice to the
SLA (see Figures C-3a). Strict adherence to the time limit is necessary to ensure
adequate lead-time for a competitive procurement in the event negotiations with the
SLA are unsuccessful.

(3) Negotiations will be terminated at the end of the established time limit, or at such
time as the CO determines that a satisfactory contract cannot be awarded. Written
notification of termination of negotiations will be made to the SLA.

(4) The SLA does not have the right to appeal a CO's decision regarding rejection of a
proposal in response to an offer of direct negotiation.

(5) The SLA may request a debriefing from the CO or the CO's designated
representative.

Should the direct negotiation be unsuccessful, the CO will ensure that the SLA receives a
pre-solicitation notification for the ensuing competitive procurement.
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Figure C-3a
SAMPLE LETTER
NOTICE TO SLA

CERTIFIED MAIL
RETURN RECEIPT REQUESTED

DATE:
Address: TO SLA
Dear

In accordance with the regulations implementing the Randolph - Sheppard Act, 34 CFR
395.33(d), the General Services Administration (GSA) invites the [insert state
identification] State Licensing Agency (SLA) for the blind to submit a proposal for
cafeteria services for the Federal Building, [insert address of building].

The Federal Building is occupied by approximately employees. The cafeteria,
[insert location in building] is approximately square feet with a seating capacity of
Hours of cafeteriaoperationwillbe AMto PM.

The operation of the cafeteria will be by contractual agreement, not by a permit. This will
be a standard contract as if offered to a commercial firm, and a solicitation is enclosed for
your use in submitting a proposal. The SLA will not be required to post a bid bond or a
performancebond.

This solicitation requires the SLA to pay the Government a percentage of the net annual
sales, payable on a monthly basis. In return for this payment, the Government will
provide the space, lighting, heating and air conditioning, major equipment and major
equipment repairs. In addition, the operator is limited to 10% combined profit and
administrative expense. A wage determination from the Department of Labor will
specify minimum wages to be paid to cafeteria service employees. The wage
determination applicable to our present contract at the Federal Building is included in
the sample contract. The Department of Labor will periodically adjust this wage
determination throughout the term of the contract.

If you wish to view the premises during the preparation of your submission, and we
believe it would be in your interest to do so, please contact: (insert name), Director of
Facilities, Federal Building, (insert address), telephone number (insert).

Figure C-3a
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FigureC-3a
SAMPLELETTER
NOTICE TO SLA (CON'T)

A letter acknowledging contractual commitment signed by the head of the SLA or
delegated representative must be included with your proposal.

Your proposal must be postmarked 30 days from the date on the RETURN RECEIPT
indicating your receipt of this offer of direct negotiation. If we do not receive a written
response to this solicitation within the specified time, we will assume a lack of interest
by the SLA and consider the negotiations closed.

A request for an extension of time for proposal submittal will not be considered a valid
response. The consideration of any extension request will be at the sole discretion of
the CO.

If you decide the SLA is not interested in offering a proposal at this time, a response to
that effect would be appreciated. It is our intent to conclude these negotiations within
90 days from the date of your receipt of this letter. Our existing contract for food service
at the Federal Building expires on (insert date) and we must avoid any break in service.
A copy of your response to this offer of direct negotiation should be provided to the
Secretary of Education in accordance with 34 CFR 395.31(c).

It is the'policy of GSA to award a cafeteria contract to an SLA that has satisfactorily
demonstrated its capability to operate the facility offered. It should; therefore, be noted
that an award to an SLA which would result in the facility being actively operated and
managed by other than a licensed blind vendor (that is, by subcontract) is not
acceptableand will be summarily rejected by the CO.

If you have any other questions, please call (insert name) at telephone number
(insert).

Sincerely,

Name of Contracting Officer
Contracting Officer

Enclosure

Figure C-3a
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FOOD SERVICE ACQUISITION PLAN
INTRODUCTION

The purpose of this sample guide is to assist the Property Manager (PM) and Contracting Officer
(CO) inthe preparation of a Food Service Acquisition Plan (Plan) for a food service
procurement. The intended use of this material is to guide. The CO determineswhat options
and information from the guide are in the best interest of the Government. A sample Plan format
and schedule are shown in Figure C-4a and Figure C-4b.

The CO should draft a letter establishing the Source Selection Evaluation Board (SSEB) as
shown in Figure C-4c, Sample Letter Establishing SSEB.

Special notes:

Guidance and other important information are noted in bold red print that is contained in a
double line border. Also, optional requirements are noted in this same format and the PM must
select those requirements that meet his needs. The PM may select to use or not to use any of the
requirements or factors, including those listed under options.

Individual options and associated information are generally numbered and noted in italicized
print.

In this guide the reference to Property Manager (PM) means the individual charged with that
responsibility including the Concessions Officer, Concessions Specialist, or Buildings Manager
or his/her delegated representative.

The CO and PM need to take care that this guide and its sample appendixesare not copied in its
entirety but used as a tool to assist them in the preparation of the required documents; feasibility
study, RFP, models, and Plan, needed to procure this food service. Both should select to use the
requirements, options, factors, that provide the level of food service that is effective and /iable.

The CO and PM shall coordinate and draft the Government's requirements ;:onsistently through
out the R¥P, models, and Plan.

1. Summary of Acquisition Strategy. The Plan should state the Governments'
acquisition strategy.

Example: The government's objective isto competitively negotiate a contract with the
responsible and best qualified offeror to establish and operate the food service in a new or
existing facility as described in the RFP. The operation of the facility shall be conducted as a
profit and loss account with no liability to the Government and with not more than an average 10
percent combined annual profit and general administrative expense.

2.Suggested Evaluation Factors and their Standard. The Plan should list in detail the
evaluation factors. The followingare examples of evaluation factors. The factorsand the complete
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standards against which proposals will be evaluated are shown in Sample Evaluation Factors,
Appendix C-5. It is not intended that the CO or PM use the entire list of factors and the final Plan
should use only the necessary factors that ensures a successful contract.

The CO and PM shall coordinate and draft the Government's requirements consistentthroughout
the RFP, models, and Food Service Acquisition Plan.

It is important for evaluators to remember that proposals are evaluated independently against the
standards and not against each other.

PastPerformance

Experience

Resources

Menu Cycle and Variety
Sanitation

Preventive Maintenance
Controls

Menu portion, prices, and standard unit of measurement price
Staffing patternsand schedules
Innovations

Budget(pro forma)

FTIE@R 0 o0 o P

3.Relative Order of Importance of Evaluation Factors. As noted in the RFP, the Plan must
listall of the evaluation factors in descending order of importance and state their relative

importance. The following are examples of technical evaluation factors and weights for a food
service WP . The source selection plan's criteria must be in full conformance with the
evaluation criteria provided in the RFP.

The CO and PM shall determine which factors and weights are in the best interest of the

Government.

The CO and PM must take care to tailor evaluation factors to each procurement. Evaluating the
same factor under duplicate descriptions must be avoided. For example, Past Performance
measures how well an offeror has performed and Experience measures what an offeror has done.
Each must be separate factors.

Food service procurements require that no factors are to be given more weight than Past
Performance and Experience, and that they must always be included as factors.

In some cases the Government has detail knowledge of what level of food service the market
place can provide and in those cases the RFFP may include such details. In other examples the
Government may have little information of what level of service could be successful or viable
and depend on offerors evaluating the opportunity to respond with a successful proposal. A
simple procurement may consist of a proposal that request details on past performance,
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experience, and what food service the offer may propose, and may include an oral presentation
bytheofferors. The RFPrequirements, evaluationfactors,andrequested information from
offerors should be consistent.

EXAMPLE 1:
Evaluation Factors Weight
a. Past Performance 20%
b. Experience 15%
c. Resources 10%
d. Management Plan (Budget, Staffing and Controls) 25%
e. MenuCycleand Variety 10%
J- Sanitation and Preventive Maintenance 10%
g. Menu, Portion, Prices, and Standard Units of Measurement 10%
Total 100%
EXAMPLE 2:
Sanitation and Preventive Maintenance (go/no-go basis)
Evaluation Factors Weight
a. Past Performance 15%
b. Experience 15%
¢. Resources 5%
d. Management Plan (Staffing, Budget and Controls) 20%
e. Menu, Portion, Prices and Standard Units 25%
/ MenuCycleandVariety 20%
Total 100%

Inthis example, the factor "Sanitation and Preventive Maintenance"is evaluated ona"go,
no-go" basis. To be considered further inthe evaluation process, an offeror mustachievean
acceptablerating againstthe criteriafor this requirementas established in the standard and
Source Selection Plan; failureto do so will resultinitselimination fom consideration for
award. Ifany "go, no-go “factor is used, it must be clearly stated and identified to prospective
offerors inthe RFP.

EXAMPLE 3:
Evaluation Factors Weight
a. Past Performance 25%
b. Experience 25%

c. ManagementPlan, (all other factors i.e. Staffing,
Menu Cycle and Variety, Budgetand Controls)
consideredinan
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Oral presentation 50%
Total 100%

4. Evaluation System Process, Methodology and Technigues.

a. Adjectival Rating. All evaluation factors are assigned adjectival ratings and points. The basis
of award will list the evaluation factors and state their relative order of importance. Adjectives
and points will be assigned to each proposal based on a pre-established rating system. A

variation on this concept is adjectival rating with "go, no-go" factor(s). "Go, no-go" factor(s)
must be sufficiently critical in performance of the contract that an offeror’s failure to meet the
standard is cause for rejection of the proposal. Sanitationand public health criteriawould be
examples of sufficiently critical aspects of a food service contract to warrant being made "go, no-
go" factors.

b. Scoring System. The scoring system to be used is an adjectival method. Scoringon each
evaluator's score sheet shall be expressed in a narrative rationale supporting the points assigned
to each factor. For ease of scoring and setting standard values for the Source Selection
Evaluation Board (SSEB), a numerical/adjectival combined rating matrix will be used on each
score sheet. A sample is shown below:

Adjectival Numerical Score Description
Rating Rating

Excellent  9-10 Significantly exceedsevaluation standard
No deficiencies or significant weaknesses
Very low risk of unsuccessful contract performance

VeryGood. 7-8 Meetsand to some extend exceeds evaluation standard
No deficiencies or significant weaknesses
Low risk of unsuccessful contract performance

Acceptable  5-6 Meetsevaluation standard
Nodeficiencies
Significantweaknesses are readily correctable
Moderate risk of unsuccessful contract performance

Marginal 3-4 Does not fully meet the evaluation standard
Deficiencies and/orsignificantweaknesses which may be correctable,
High risk of unacceptable contract performance

Unacceptable 0-2 Failsto meet evaluation standard
Major deficiencies and/or significant weaknesses not readily
correctable,
Unacceptably high risk of unacceptable contract performance
Informational deficienciesso numerousthat corrections would
require major rewriting of proposal



Concessions 08/01 Appendix C—+4
DevelopingaContract Food Service Acquisition Plan

5. Evaluation Procedures. Each member of the evaluation panel will be required to sign a
Certificate of Nondisclosure (Figure C-4d) and Statement of Conflict of Interest (Figure C-4e)
and a Procurement Integrity Certification (Figure C-4f).

a. Evaluation. Each evaluator will evaluate proposals independently and will make no marks on
proposals. Sample Scoring Sheets (Appendix C-8a through C-81) and scoring recap sheets
(Figure C-4q) will be provided for each evaluator to ensure that all elements of the evaluation are
completed and to record the results of the evaluation. The evaluation sheets will form the basis
of the narrative report to be submitted to the CO and the SSA as an official part of the contract
record. This report is called the consensus report and is incorporated into the initial board report,
which is submitted by the chairman of the SSEB and furnished to the CO and SSA and
maintained as a permanent record in the contractfile.

b. Identifying Strengths and Weaknesses.
Evaluators must identify in writing the strengths and weaknesses of theprgposal for each factor.
This is essential and shall be included in the initial individual evaluations and the evaluation
report to the CO. Care must be taken to ensure that scores accurately reflect the evaluators'
assessment of the capability of each offeror reg@isitagheael evaluation factor as measured
againstthe  model and standards applicable to the procurement. Should the evaluator find
ambiguous language or not understand the meaning, the evaluator should identify the problem
in writing to the CO.

Definition: "Weakness" means a flaw in the proposal that increases the risk of unsuccessful
contract performance. A "significant weakness" in the proposal is a flaw that appreciable
increases the risk of unsuccessful contract performance.

c. _Deficiencies and Unacceptable Proposals. Evaluators identifying deficiencies must cite
the specific government requirement which the proposal fails to meet. A determinationof
unacceptability must be based on minimum requirements that are clearly and definitely stated in
the RFP.

Definition: "Deficiency” is a material failure of a proposal to meet a Government requirement or
a combination of significant weaknesses in a proposal that increases the risk of unsuccessful
contract performance to an unacceptable level.

The evaluator will provide:

(1) Ascoreand a narrative supporting the rating Each identified deficiency, weakness, and/or
significant weakness.

(2) Anexplanation as to which "minimum requirements" were not met, discussed in terms of the
standards.

(3) Anopinion with supporting rationale whether the deficiency can be remedied by the offeror.
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(4) Anopinion with supporting rational whether remedying the deficiency would entail
substantial revision of the proposal as to constitute virtuallyan entirely new technical proposal.

d. Consensus. Each evaluator shall first independently evaluate all the technical aspects of each
proposal. After the individual evaluators have separately evaluated the proposals, including
preparation of their narrative explanations, the panel shall meet and formulate its collective
conclusions under the leadership of the chairperson (Figure C-4h, Scoring Summary guide).
Significant variations in evaluators'scores or assessments of technical merit will be discussed
and discrepancies resolved or fully explained in the record. The score assigned to each technical
proposal is assigned by a consensus of the evaluators.

6.Elements of the Evaluation Process. When proposals contain unclear or ambiguous
provisions, evaluators will not contact any offerors to obtain clarification. Requests for
clarifications should be forwarded to the CO by the chairperson for communication to the
offerors concerned.

7. Competitive Range. Ifthere is no single offer that clearly exceeds all others and merits
direct award, the panel shall recommenda competitive range to the CO, who establishes the
competitive range.

a. Consideration. The competitive range shall include all the most highly rated proposals. If it
is determined that a proposal cannot be made acceptable, even if discussions were conducted
with the offeror, the proposal may no longer be considered.

The award shall be made to the State Licensing Agency for the blind should they submit an offer

that is determined to be in the comyetitive range.

8. Fenmandteddmakea datpas. to the SSA or CO indicating the evaluation in each rating
category of those offerors considered. The initial board report shall be signed by the
chairperson and panel members and include the following:

a. If determined, a recommendationto award without negotiations.

b. A description of the procurement.

c. The number of firms solicited and the offers received.

d. A listing of the offerors considered not to be in the competitive range or unacceptable, and the
reasonstherefore.

e. The names of the firms recommended for inclusion in the competitive range.

f. A complete listing of the strengths and weaknesses of the competitively ranked firms relative
to the RFP criteriaand all deficiencies.
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In exceptional cases, where the panel is unable to reach agreement without unreasonably
delaying the procurement process, the evaluation report shall include the majority conclusionand
the dissenting view(s), each with a supportingrationale.

9.Award without Nesetiation. The CO may determinethat award may be made on the basis of
initial proposals without conducting negotiations and requesting best and final offers.

Any time an award without discussions or negotiations is contemplated, the RFP must
specifically advise offerors that the government reserves the right to make an award on the basis
of proposals submitted, without discussion or negotiation.

10. Negotiations. Offerors who are not included in the competitive range are notified
immediately. The CO shall conduct discussions with all offerors within the competitive range.

11. Bestand Final Offers. Upon completion of discussions, the CO shall issue a request for
final proposal revisions. In instances where a second round of best and finals becomes necessary
see Figure C-4i, Re-scoring Best and Final Offers.

12 .Selection. Followingevaluation of the best and final offers, the CO shall select the offeror
whose proposal represents the best value to the Government, consistent with the evaluation factors
established in the solicitation.

13.Disclosure of Information. GSA personnel shall reveal no informationconcerning the
evaluation to anyone who is not participating in the evaluation proceedings. Any officeror
employee of the United States is prohibited from disclosing certain kinds of business,
confidential, or trade secret information unless authorized by law. Participantsin source
selection proceedings must execute the documents shown as Appendix C-7, 8, and 9.

14, Announcement Responsibility. Promptly after making an award, the CO shall give
written notice to the unsuccessful offerors that their proposals were not accepted. The CO will
arrange for a debriefingffeamy  who requests one. Prior to the debriefing, the CO should
requskride to submit questions in writing. This will afford the CO an
opportunityto consult with the evaluators and technical advisors in preparation for the
debriefing. The debriefing shall cover only the offeror's proposal and how it compared to the
evaluation criteria, not how it compared to other offers.

15.Appendixes.

a. Sample, Request for Proposal, RFP Appendix C-1

b. Sample, Model Government Pro-forma budget & Staffing Appendix C-2a & b
c. Direct Negotiation with the State License Administration Appendix C-3

d. Food Service Acquisition Plan AppendixC-4

e. Sample Evaluation Factors Appendix C-5

f. Sample Scoring Sheets Appendix C-8a-1

g. Sample letter prospective offeror Appendix C-9

h. Cafeteria Preventive Maintenance Guide Appendix C-10
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i. How to Use the Monthly Profit & Loss Statement
j- Customer Satisfaction Surveys

16.Sample L etters and Forms as Attached.

Sample Format for Food Service Acquisition
Plan Schedule of Food Service Acquisition
Sample Letter establishing SSEB

Sample certificate of non-disclosure

Sample statement of conflict of interest
Sample procurement integrity certification
SSEM scoring recap sheet

SSEB scoringsummary

Re-scoring of best and final offers

TP e fe o

AppendixC—4
Food Service Acquisition Plan

Appendix C-11
Appendix C-12

Figure C-4a
Figure C-4b
Figure C-4¢
Figure C-4d
Figure C-4e
Figure C-4f
Figure C-4g
Figure C-4h
Figure C-4i
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Figure C-4a
SAMPLE FORMAT

FOOD SERVICE ACQUISITION PLAN

Food Service Acquisition of

1. Description of property or serviceto be acquired.

2. Adescriptionof organizationalsstructure including:
(@) Theduties of the SSA and the SSEB; and,
(b) Nominations for staffing of the SSEB by individual name and field of
expertise.

w

. Proposed pre-solicitation activities.
4. A summary of the acquisitionstrategy.
5. Astatement of the proposed evaluation factors and their relative importance.

6. A description of the evaluation process, methodology, and techniques to be used, including
evaluation standards.

7. Aschedule of significant milestone events such as:
(a) Food Service Acquisition Plan Approved by SSA
(b) Release RFP
(c) Proposals Due - Evaluation Starts
(d) Evaluation Complete
e) SSEB Briefs SSA
(f) SSA Decision
(9) Contract Review
(h) Execution/Award

Figure C-4a
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Fiqure C-4b
SCHEDULE for
FOOD SERVICE ACQUISITION PLAN

FOOD SERVICE ACQUISITION PLAN ESTABLISHED 1 1
INTRODUCTORY SSEB SESSION — LB
RELEASE RFP i 1
PRE-PROPOSAL CONFERENCE 1 i
PROPOSALSDUE ...t e [ 1
EVALUATION STARTS 1 1
EVALUATION COMPLETE 1 1
SSEB BRIEFS CO 1 1
CO BRIEFS DIRECTOR, PM 1 1
CONTRACT REVIEW | |
EXECUTIONIAWARD | |
UNSUCCESSFUL OFFEROR DEBRIEFING 1 1
CONTRACT EFFECTIVE DATE 1 1
PREPARED BY:

SSEB CHAIRMAN  (DATE) CONTRACTING OFFICER (DATE)

Figure C-4b
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Figure C-4¢

LETTERESTABLISHING SOURCESELECTIONEVALUATIONBOARDS (SSEB)
MEMORANDUM FOR (Board Chairperson)

FROM: (Source Selection Authority)

SOURCE SELECTIONEVALUATION BOARD FOR

(Title of SSEB)

| hereby designate the following individuals to serve as members of the Source Selection
Evaluation Board for

(Title of RFP)
Chairperson:
Name, Functional Title, Organizational Assignment
(Repeatas necessary)
Other Members:
Name, Functional Title, Organizational Assignment
Secretary:
(Nonvoting) Name, Functional Title, Organizational Assignment

Legal Member:
(Nonvoting) Name, Functional Title, rganizational /ssigninent

cited publications, especially those relating to conflict of interest and nondisclosure of
| information. Board duties take precedence over other duties of the board members.

Date Source Selection Authority

Date Director, Real Property Management
and Safety Division

Figure C-4¢

11



Concessions 08/01 Appendix C-4
Developinga Contract Food Service AcquisitionPlan figures

FigureC-4d

SAMPLE CERTIFICATE OF NON-DISCLOSURE

MEMORANDUM FOR:
FROM:
SUBJECT: Unauthorized Disclosure of Procurement Information

The proper custody, use, and preservation of official information related to procurements (validation,
evaluation, selection proceedings, negotiations, etc.) cannot be overemphasized. It is essential that
personnel associated with procurementactions as an activity representative strictly comply with the
applicable provisions of the law, including but not limited to U.S.C. Title 18, Sec. 1905, which provides:

"Whoever, being an officer or employee of the United States or of any department or agency thereof, or
agent of the Department of Justice as defined in the Antitrust Civil Process Act {15 U.S.C. 1311*-1314),
publishes, divulges, discloses, or makes known in any manner or to any extent not authorized by law any
information coming to him in the course of his employment or official duties or by reason of any
examination or investigation made by, or return, report or record made to or filed with, such department of
agency or officer or employee thereof, which information concerns or relates to the trade secrets,
processes, operations, style of work or apparatus, or to the identity, confidential statistical data, amount or
source of any income, profits, losses, or expenditures of any person, firm partnership corporation, or
association; or permits any income return or copy thereof or any book containing any abstract or
particulars thereof to be seen or examined by any person except as provided by law; shall be fined not
more than $1,000, or imprisoned not more than one year, or both, and shall be removed from the office of
employment.”

Activity representatives shall not reveal any information to anyone who is not also participating in the
same oroceedinas, and then onlv to the extent that such informationis reauired in connection with such
proceeding. Such information is classified "FOR OFFICIAL USE ONLY." Thedissemination of
informationin this category to other parties will be at the sole discretion of the CO. Vendors' proposals,
identity of offerors, source selection evaluation board documents, and similar materials will be handled
and discussed on a need-to-know basis only. Under no circumstances may proposals, the source
selection plan with the methodology for use in evaluation and selecting property/services, or source
selection evaluation board reports, be divulged without the authorization of the CO.

Any unauthorized disclosures contrary to the foregoing provisions may result in appropriate disciplinary
action such as the penalties set forth above (U.S.C. Title 18, Sec. 1905), or such statutory provision as
may be deemed appropriate. To ensure awareness of the above, please sign and date one copy of this
memo.

Signature:

Date:

FigureC-4d
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Figure C-4e
SAMPLE STATEMENTOF CONFLICTOFINTEREST

NAME

Date of Appointment:

Appointed by:

STATEMENT OF CONFLICT OF INTEREST
| have read and understand the requirements of:

GSA Standards of Conduct. (Part 105-735 of the General Services Administration Property Management
Regulations (GSPMR), ADP 7900.9, and GSAR 503.101-3(a)}.

To the best of my knowledge, neither | nor any member of my family have any direct
financial or employmentinterestin any of the firms submitting proposals for
consideration and evaluation, which conflicts substantially or appears to conflict
substantially, with my duties as a member of the Source Selection Evaluation Board.

In the event that | later become aware of such conflict of interest, | agree to disqualify
myself and report this fact to the Chairperson of the board and to abide by any
instructions which he/she may give me in this matter.

Date Signature

Date of Termination;

Debriefing by:

Figure C-4e
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Figure C-4f
SAMPLE PROCUREMENT INTEGRITY CERTIFICATION

(1) 1, (Name of Certifier) am the officer or employee responsible for the preparation
of this offer and hereby certify that, to the best of my knowledge and belief, with the exception of any
information described in this certification, | have noinformation concerninga violation or possible
violationofsubsection 27(a), (b), (d), or (f) of the Office of Federal ProcurementPolicy Act, as
amended*(41U.S.C. 423), (hereinafterreferredto as "the Act"), as implementedin the FAR,
occurringduring the conductofthis procurement, Solicitation No.

(2) As required by subsection27(e)(1)B}of the ACT, I further certify that to the best o my knowledge and
belief, each officer, employee, agent, representative, and consultant of

who has participated personally and substantially in the preparation

or submission of this offer has certified that he or she is familiar with, and will comply with, the

requirements of subsection27{a)of the Act, as implemented in the FAR, and will report immediately

to me any information concerning a violation or possible violation of subsections27(a}, (b), (d), or (f)

of the Act, as implemented in the FAR, pertaining to this procurement.

©) Violations 01 possible violations' (Continue on plain bond paper if necessary and label Certificate f
Procurement Integrity (Continuation 8!  t) ENTER "NONE" IF NONE EXISTS

(4) | agree that, if awarded a contract under this solicitation, the certifications required by subsection
27(e)(1){(b) of the Act shall be maintained in accordance with paragraph {f} of this provision.

(Signature of the officer or employee
responsible for the offer and date)

(Typed name of the offeror or employee
responsible for the offer)

*Subsection 27(a), (b), and (d) are effective on December 1, 1990. Subsection 27 {f} is effective on June
1, 1991.

THIS CERTIFICATION CONCERNS A MATTER WITHIN THE JURISDICTION OF AN AGENCY OF THE
UNITED STAES AND THE MAKING OF A FALSE FICTITIOUS, OR FRAUDULENT CERTIFICATION

MAY RENDER THE MAKER SUBJECT TO PROSECUTION UNDER TITLE 18, UNITED STATES
CODE, SECTION 1001.

Figure C-4f
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SCORING RECAP SHEET

SSEM:

DATE:

COMPANY

FACTORS:

Food Service AcquisitionPlanfigures

Reputation

Experience

Resources

MenuCycle |Sanitation
&Variety  |[&PM

Controls

Menu, Portion
Price

Staffing

Budget

TOTAL

WEIGHTED
SCORE

Score

Weight

x15

x15

x10

x10

x10

x10

x10

x10

x10

Total

Score

Weight

x15

x15

x10

x10

x10

x10

x10

x10

x10

Total

Score

Weight

x15

x15

xX10

x10

x10

x10

x10

x10

x10

Total

Score

Weight

Xx15

X15

x10

x10

x10

x10

x10

x10

x10

Total

Scare

Weight

x15

x15

x10

x10

x10

x10

x10

x10

x10

Total

Seora

Weight

Xx15

x15

x10

x10

x10

x10

x10

x10

x10

Total

Figure C-4g
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SSEB SCORING SUMMARY

FACTORS
Company SSEM Reputa- |Experi- |Resour- |Menu Sanita - |Controls |Price Staffing |Budget |Total
tion ence ces Cycle tion Score
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Figure C-4i
RESCORING OF BEST AND FINAL OFFERS

DATE:

PROPOSER: EVALUATOR:

EVALUATION FACTOR:

ORIGINAL SCORE: REVISED SCORE:

EXPLANATION OR RATIONALE FOR REVISION:

EXPLANATION FOR NOT REVISING SCORE:

Figure C-4i
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FOOD SERVICE ACQUISITION PLAN
TABLE OF CONTENTS
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INTRODUCTION

Summary of Acquisition Strategy.

Suggested Evaluation Factors and their Standard.
Relative Order of Importance of Evaluation Factors.
Evaluation System Process, Methodology and Techniques.
a. Total Points System.

b. Scoring System.

Evaluation Procedures.

a. Evaluation.

b. ldentifying Strengths and Weaknesses.

c. Deficienciesand Unacceptable Proposals.
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11. Bestand Final Offers.
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15. Appendixes.
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Appendix C-5
Sample Evaluation Factors

Evaluation Factors and their Standard. The following are examples of evaluation
factors and the standards against which proposals will be evaluated.

It is important for evaluators to remember that proposals are evaluated independently
against the standards and not against each other.

The selected factors should match the optioﬁgm;ls selectedlntheRFP Many of the
following factor will not apply to a specific contract because of the selected option in the
RFP.

a. Past Performance.

Description: This factor considers the reputation in providing food services as indicated
by the program office survey of services submitted in the offeror's proposal. The survey
(See Onsite/Telephone Food Service Survey, Figure C-5a) is conducted with clients
of the offeror and sanitation inspection reports.

Standard for Evaluation: As shown in the Government survey report the standard is met
when:

The offeror has successfully performed for:

e recent contracts (i.e., within the past 3 years)

e comparably size units (patronage, volume, & square feet)
e« comparable types and levels of service

e profit and loss contracts

An account is comparable when:
Itis a profit-and-loss account (as opposed to management fee or other type)

e Serves a similar number of meals as served under the current contract at the subject
building.

e The building submitted by the offeror as a reference has at least __%as many
permanent on-board personnel as the subject building.

e The size of the overall facility is at least __% the size of that in the subject building.
The food facility' seating capacity is at least __%that of the subject building's
seating capacity

The offeror fulfills its financial obligations and contractual commitments on a timely basis.

The survey report indicates satisfaction with:

» quality of food

e Mmenu variety, merchandising, and service level
e value provided to patrons
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¢ maintenance of unit (and preventive maintenance)

The survey report indicates responsiveness:

e to complaints, suggestions and follow-ups

o fromunit, districtand corporate management
o fromanalyses, visitations, and audits

There is satisfaction with the level of sanitation at the facility (e.g., FDA, and other
references)

It is critical that all offerors be surveyed in a similar manner, with as little deviation from

standard questions as possible. For this reason it can often help if surveys are
conducted by the same person.

b.Experience

Description: This factor considers the experiencein food service and providing such
service in comparable facilitiesin recent contracts; size in patronage, volume, and

square feet; type of service; profit and loss contracts.

Standards for Evaluation: The standard is met when, (figures should reflect market
conditions) the offeror demonstrates the following level of experience:

At least five years of experience in the food service industry with a sales volume
sufficientto establish operational credibility for this contract.

At least three years of experiencein facilities similar to the size, scope complexity and
projected sales volume of the subject building involving point of service marketing and
state of the art equipment.

The offeror has at least three years of experiencein profit and loss operations under
similarfinancialarrangements.

The offeror has demonstrated that the company can handle the additional sales volume
generated by the proposed contract as far as its home office support and management
team are concerned.

C.Resources

Description: This factor considersthe offeror's organization, including managementlevel
staffing, training and proposed unit backup support.

Standardfor Evaluation: The standard is met when, (figures should reflect market
conditions):
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The offeror presents the firm's organizational chart, which clearly reveals sufficient, prompt
and active managementand staffing supportas well as backup support.

The proposal demonstrates that the offeror is organized to manage the contract,
including:

o adistrict or other management office in close proximity; if not, the proposal explains
how management resources will be utilized to support the contract

home office support, services and controls

other operations in geographical area

emergency resources that can be utilized

schedules for unit analyses, visitations, audits with adequate frequency.

Proposed district and regional managers are trained and have 5 years' experience in
comparable type operations (patronage, volume, & square feet as specified above). The
following conditions are met or the offeror explains how resources would be made
available:

¢ availabletime to properly supervise this facility proper

corporate organization to manage this contract

organizational structure to provide prompt supervision and staffing

division or appropriate organizational entity to handle this type of facility.

The offeror has demonstrated that the company can manage the additional sales
volume generated by this contract.

The proposed unit manager:

¢ has been successful in previous operations.

e Iistrainedand experienced for comparable operations
e Was trained as a manager by the offeror

e isfamiliar with company procedures.

d.Menu Cvcle and Variety

Description: This factor considers the provision of a complete menu cycle, variety and
daily patterns.

Standardfor Evaluation: The standard is met when:

The offeror provides a complete menu cycle indicating the cycle length and changes
throughoutthe year.

The daily menu offerings:
have high, medium, and low cost variety
include seasonal menu items

avoid repetition and monotony
offer more popular items frequently
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« compare favorably with accepted current practice in industry

The offeror's menu descriptions:
- contain and describe promotional and merchandising programs

- add variety, stimulate interest, and attract new customers

Sample menu offeringsinclude variety of color, texture, flavor, shape, and appropriate
garnish.

The offeror's menu has taken into consideration:
the facility size, type, and patronage

available cooking and serving equipment
energy conservation.

e. Sanitation

Description: This factor considers sanitation that demonstrates conformance with food
service standards.

Standard for Evaluation: The standard is met when:

The offeror demonstrates its understanding of the requirements by submitting a
complete internal sanitation program.

Proposed cleaning and sanitation services are explained and are reflected in the
budget.

The sanitation program is comprehensive and includes all phases of the operating
requirements with follow-up inspections and management reports.

The offeror details a complete sanitation training program; with refresher courses, and
follow-up on-the-job training.

f. Preventive Maintenance

Description: This factor considers preventive maintenance practices that demonstrate
the adequacy of the preventive maintenance program and practices as proposed in
guidelines and schedules are considered.

Standard for Evaluation: The standard is met when:

The offeror includes a complete Preventive Maintenance program that demonstrates
understanding of its responsibilitiesunder the contract. The programis comprehensive
and contains frequencies and type of maintenance proposed.
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This fact should {chtt option :lected in the RFP; option 1, standard level of
maintenance as noted in the Cafeteria Preventive Maintenance Guide, Appendix C-10;
option 2, as complex as the suggested manufacturer’s guide, or option 3, no
maintenance requirement.

d.Controls

Description: This factor considers the accounting systems provided by the contractor
and effective management data which produces information on sales, meal counts,
check averages, etc.

Standard for Evaluation: The standard is met when:

The accounting system providesthe information requiredin the RFP.

The accounting system provides effective management data, sales, meal counts, check
averages, and cost per meal.

The offeror demonstrates the frequency of internal audits conducted on operational
controls, financial statistics, methods, procedures and system.

The offeror has adequate control checks, reports, and frequent reporting schedules for
unit analysis and audits; and provides sample reports and schedules.

h.Menu portion, prices, and standard unit of measurement

Description: This factor considers the offeror's menu price and portion, and standard
unit of measurement price, and how it reflects service level requirements.

Standard for Evaluation: When compared to the Sample Menu Price and Portion, and
Standard Unit of Measurement Guide, Figure C-5b, the standard is met when:

The price and portion book is complete and lists menu portion, price, and standard unit
of measurementprice.

The overall pricing and portioning structure reflects service level needs and is
advantageousto the government.

Each category of the Menu Portion and Pricing comparison is consistent with service
level requirements.

The proposal contains a description of policies on procurement procedures, discounts,
inventory controls and quality assurance.

This factor should match the option selected in the RFP.
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. [B4aéfine and schedules

Description: This factor considers the staffing levels and pattern as required by the
facility's layout, menu, patronage, and sales. Also considered is the daily and weekly
man-hour coverage for functions.

Standard for Evaluation: When compared with the Government model the standardis
met when:

The color-coded staffing chart and the weekly staffing schedule are completed and
includeadeguate backup data. Chart includes summary of hours (including breaks and
lunch periods), staffing positions, and functional responsibilities.

The staffing chart provides man-hour coverage for the required function of:
» managementand supervision

preparation, set-up, service, and utility

cleaning and sanitation

sales.

The staffing pattern reflects the needs and requirements of:
o the facility layout, and menu variety
e the patronage level and sales volume.

The staffing chartindicates that:
e salaries are in accordance with operation
e Wwage scales conform to the wage determination in the RFP

:L.Innovations

Description: This factor considers the offeror's proposed program of capital
development and or facility improvement (operations or innovative concepts) over the
life of the contract, commencing within the first year.

Standard for Evaluation: The standard is met when the proposal includes:

The amount, location, and specific function of proposed programs, including conceptual
drawings, and approximate time lines for design and construction, and/or the
operational or foodservice concept that willimprove the service equal to the commercial
marketplace.

Operational or concept plans and/or cost estimates and funding plan demonstrate how
alterations are proposed to be expensed, and when the proposals will be scheduled for
completion.
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An amortization schedule demonstrating how the alteration costs will be recovered while
product prices remain competitive in the market. Considerationwill be given to
proposals demonstratinginventive funding and accelerated amortization.

A statement of compatibility of any proposed alterations with PM and tenant agency.

A detailed itemizationin the pro-forma budget reflecting the expense and amortization
of any proposed alterations

k. (Buxiget forma

Description: This factor considers the proposed total operating budget and backup data
as it relates to the proposal, and its realistic projection of sales, cost, and profit.

Standard for Evaluation: When compared with the Government model the standard is met
when:

Projected annual operating budget is complete and accurate. The pro formais realistic

and reflects contract requirements in the projection of:

e sales, (patronage, menu price, check average, and operating days)

¢ food costs (menu, menu price, and sales)

o labor, (staffing, management, supervision, preparation, utility, service, cleaning,
sanitation, sales, and wage determination)

e operating expenses (including repair and PM, paper, and subcontracts)

e paymentin lieu of rent

¢ administrationand profit

e innovations, if any, proposedin 7.j., above.

Budget contains line by line explanation of how each line item was derived.

Projected budget contains entries related to the cost and conditions:
of innovations discussed in other parts of proposal

e ineach section of the proposal

e of seasonal and holiday fluctuations

e local competition

Pro forma compares favorably with Government model and percentagesfor costs are in
line with industry standards.
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Figure C-5a
ONSITE/TELEPHONE FOOD SERVICE SURVEY

AppendixC-5
Phone Survey Form

PROPOSER

DATE

| FACILITY /ADDRESS

‘ CLIENT/TELEPHONE #

TYPE

YEARS OF OPERATION

BUILDING POPULATION

ESTIMATED SALES

ESTIMATED LUNCH PATRONAGE

Ratings:
Excellent

Very
Good

Good

Fair

Unacceptable

II. SATISFACTIONW/QUALITY:

. Food

. Menu Variety

. Merchandising

. Service

. Value

Tho o0 |o|a

P.M.

N

RESPONSIVENESS

Complaints

Suggestions

Corporate Management

Analysis

Visitation

~eaeE®

Audits

2. SANITATION

Figure C-5a
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Figure C-5b
MENU PORTION, PRICE, AND STANDARD UNIT OF MEASUREMENT
MATRIX

Offeror Offeror Offeror

Food Category |Portion|Price| Std. [Portion| Price | Std. |Portion| Price | Std.
and Menu Unit Unit Unit
Items Price Price Price

Entrees:

Category Avg.

Vegetables:

Category Avg.

Salads:

Category Avg.

Figure C-5b
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Menu Price Matrix

Figure C-5b
MENU PORTION, PRICE. AND STANDARD UNIT OF MEASUREMENT
MATRIX
Offeror Offeror Offeror
Food Category | Portion |Price | Std. | Portion | Price | Std. |Portion| Price | Std.
and Menu Unit Unit Unit
ltems Price Price Price
Breakfast —
Category Avg.

Sandwiches:

Category Avg.

Soups:

Category Avg.

Figure C-5b
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Appendix C-8a through C-8k
Sample Scoring Sheets

E 21t nFactors andtheir 4 The following are examples of evaluation

factors and the standards against which proposals will be evaluated

tisi rtantfc luatt & remember that proposals are  luated independently
against the standards and not against each other.

The selected factors should match the options as selected in the RFP. Many of the

following factor will not apply to a specific contract because of the selected option in the

RFP.
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PAST PERFORMANCE SCORING SHEET DATE:
PROPOSER: EVALUATOR: SCORE:

STANDARD FOREVALUATION: Asshown inthe Governmentsurveyreport the standard is metwhen:

The offeror has performed for:
-recent contracts
-comparable sized units (patronage & volume)
-comparable types of service
-profitand losscontracts

The offeror fulfills its financial obligations and contractual commitments.

The survey report indicates satisfaction:
-with quality of food
-with menu variety, merchandising, and service
-with value
-maintenance of unit (and preventive maintenance)

The survey report indicates responsiveness:
- to complaints, suggestions and follow-ups
- from unit, district and corporate managements
-from analyses, visitations, and audits

There issatisfaction with the level of sanitation at the facility (e.g., FDA and other references)

Excellent 10
Very Good 8-9
Good 5-7
Fair 3-4
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

AppendixC-8a
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EXPERIENCE SCORING SHEET DATE:
PROPOSER: EVALUATOR: SCORE:

STANDARDFOREVALUATION: Thestandard ismetwhen:

The offeror has 5 years experience inthe food service industryand hasa presentannual sales volume sufficientto
establish operational credibility for this contract.

The offeror hasat least3 yearsexperience incomparable:
recent contracts
-size infpatro_nage, volumeand square feet
- type OT service

- profitand losscontracts

The offeror hasother operations withinthe geographical area; whichdemonstrate theability to performunder this
contract.

Excellent 10
Very Good 8-9
Good 5-7
Fair 3-4
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

Appendix C-8b
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RESOURCES SCORING SHEET DATE:
PROPOSER: EVALUATOR: SCORE:

STANDARD FOREVALUATION: Thestandard ismetwhen:

The offeror presentsthe firmsorganizational chartthatclearlyrevealssufficient, promptand active managementand
staffingsupportaswellasbackup support.
the district office isinclose proximity.
homeofficesupport, servicesandcontrols
operations in geographical area
emergencyresourcesthatcan beutilized.

The proposeddistrictand regional managersare trained and have 5 yearsexperience insimilar type operations
(patronage, volume, & square feet). The following conditionsare metor the offeror explains how resources would
be made available.
- available time to properly supervise this facility
- firmisproperlyorganizedto managethiscontract
structured to provide prompt supervision and staffing
divisionto handle thistype of facility

The proposed unit manager:
hasbeensuccessfulinpreviousoperations

istrained and experienced for type and size operation
wastrained as a manager bythe offeror

- familiar withcompany procedure

The offeror hasdemonstratedthatthe companycan manage the additional sales volume generated bythiscontract.

Excellent 10
Very Good 8-9
Good 5-7
Fair 3-4
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

Appendix C-8c
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MENUCYCLEANDVARIETYSCORINGSHEET DATE:

PROPOSER: EVALUATOR:

SCORE:

STANDARD FOREVALUATION: Thestandard ismetwhen:

The offeror providesacomplete menu cycle indicating the cycle lengthand changes throughoutthe year.

Thedaily menuoffering:
- avoid repeatingand monotony
offers more popular items frequently
compare with "State of the Art" in Industry
have high, medium, and low cost variety
includesseasonal menuitems.

The offerors, menu descriptions:
promote and merchandise programs
add variety, stimulate interest, and attract newcustomers
arereflected inthe budget.

Sample menuofferingsinclude varietyofcolor, texture, flavor, shape, and appropriate garnish
The offerors menu hastaken into consideration:

the facility size, type, and patronage
available cooking and serving equipment

Excellent 10
Very Good 8-9
Good 5-7
Fair 34
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

Appendix C-8d
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SANITATION SCORING SHEET

PROPOSER: EVALUATOR: SCORE:

STANDARD FOREVALUATION: Thestandard ismetwhen:

The offeror demonstrates its understanding of the requirements by submitting a complete internal sanitation
program.

Proposed cleaningandsanitationservices are explained and are reflected inthe budget.

Thesanitation programiscomprehensive and includesall phases ofthe operating requirementsand includes follow-
up inspections and management reports.

The offeror detailsacomplete sanitation training program; with refresher courses, and follow-up on-the-job
training.

Excellent 10
Very Good 8-9
Good 5-7
Fair 3-4
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

Appendix C-8e
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PREVENTIVE MAINTENANCE SCORING SHEET

PROPOSER: EVALUATOR: SCORE:

STANDARDFOREVALUATION: Thestandard ismetwhen:

The offeror includes a complete Preventive Maintenance Program which demonstrates understanding of the
responsibilities. The programiscomprehensiveand contains frequenciesandtype of maintenance proposed.

Excellent 10
Very Good 8-9
Good 5-7
Fair 3-4
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:
MAJOR DEFICIENCIES:

Appendix C-8f
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CONTROLS SCORING SHEET DATE:
PROPOSER: EVALUATOR: SCORE:

STANDARD FOREVALUATION: Thestandard ismetwhen:

Theaccountingsystemprovidesthe informationrequired inthe contract
Theaccountingsystem provideseffective managementdata, sales, meal counts, check averages, and cost per meal

The offeror demonstrates that internal audits are conducted on operational controls, financial statistics, methods,
procedures and systems.

The offeror hasadequate control checks, reports, and frequent reporting schedules for unitanalysis and audits; and
provides sample reports and schedules.

Excellent 10
Very Good 8-9
Good 5-7
Fair 3-4
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

Appendix C-8g
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MENU PORTION, PRICE AND STANDARD UNIT OF MEASUREMENT PRICE
SCORING SHEET DATE:

PROPOSER: EVALUATOR: SCORE:

STANDARDFOREVALUATION: Thestandard ismetwhen:

The price and portion book iscomplete and lists menuportion, price, and standard unitof measurement price.
The proposed menucyclerelatesto the facility layoutand equipment

Theoverallpricingandportioningstructure reflects service level needsand isthe mostadvantageous.

Excellent 10
Very Good 8-9
Good 5-7
Fair 3-4
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

Appendix C-8h
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STAFFING PATTERNSANDSCHEDUL ESSCOFUNGSHEET
PROPOSER: EVALUATOR: SCORE:

STANDARDFOREVALUATION: Whencompared withthe Government model the standard ismetwhen:

The color-codedstaffing chartand the weeklystaffing schedule are complete and include adequate backupdata
Chart includes summary of:

hours

positions and functional responsibilities

The staffing chart provides man-hour coverage for the required function; management and supervisory, preparation,

setup, utilityandservice, cleaningand sanitation andsales.

Thestaffing patternreflectsthe needsand requirements for:
the facility layout,and menuvariety
the patronage leveland sales volume

Thestaffingchartindicatesthe
salariesareinaccordance withoperation
wage scale conforms to wage determination

Excellent 10
Very Good 8-9
Good 5-7
Fair 3-4
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

Appendix C-8i

10



Concessions 08/01 Appendix C-8a - &k

Developing a Contract Scoring Sheets
INNOVATIONS SCORING SHEET DATE:
PROPOSER: EVALUATOR:
SCORE:

STANDARDFOREVALUATION: Considersthe offeror's proposed programofcapital developmentandor
facilityimprovement (operationsor innovative concepts) overthe lifeofthe contract, commencing within the first
yearand compared withthe Government interest. The standard is met whenthe proposal includes

The amount, location, and specific function of proposed programs, including conceptual drawings, and approximate
time linesfordesignandconstruction, and/or theoperationalor foodservice conceptthatwillimprove theservice
equaltothecommercial marketplace.

Operational or concept plans and/or costestimatesand funding plandemonstrate howalterations are proposedtobe
expensed,andwhenthe proposalswillbescheduled forcompletion.

Anamortization schedule demonstrating howthealteration costs will be recovered while productprices remain
competitive inthe market. Consideration willbe givento proposalsdemonstrating inventive funding and
accelerated amortization.

Astatement of compatibility of any proposed alterations with PM and tenantagency

Excellent 10
Very Good 8-9
Good 5-7
Fair 3-4
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

Appendix C-8j
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BUDGET (PRO FORMA)SCORING SHEET DATE:
PROPOSER: EVALUATOR:
SCORE:_

STANDARD FOREVALUATION: When compared with the Government model the standard ismetwhen:

Projected annual operating budgetiscompleteand accurate. The pro forma isrealisticandreflectscontract
requirements in projection of:
- sales, (Patronage, menuprice, checkaverage andoperating days)
food costs (Menuprice,checkaverage and operating days)
- food costs (menu, menu price andsales)
operatingexpenses (includingrepairand PM, paperand subcontracts)
administration and profit.

Budgetcontains line by lineexplanation of howeach line itemwas derived
Thepro forma isrealisticand reflects contract requirements inits projection of labor cost (staffing, management,

supervision, preparation, utility, service, cleaning, sanitation, sales and wage determination) and paymenttothe
government.

Excellent 10
Very Good 89
Good 5-7
Fair 34
Unacceptable 1-2
MAJOR STRENGTHS
MAJOR WEAKNESSES:

MAJOR DEFICIENCIES:

Appendix C-8K
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APPENDIX C-9
SAMPLE LETTER,

NOTICE TO PROSPECTIVE OFFEROR
Date

Name of Prospective Offeror
Address of Firm
City, State, Zip Code

Dear Prospective Offeror:

The General Services Administration (GSA) is soliciting firms that may be interestedin
performing the food service contract at the Federal Building, Street Address, City and
State.

Approximately_________Federal employees occupy the building. The contract will be
competitively negotiated. Award shall be made to the offeror who appears to be the
most aualified to provide the reauired services to the Government. The award shallbe
based'onthe criteria: (insertas appropriate; Reputation,experience,resources,
menucycleand variety,sanitationand preventive maintenance,controls,and
othersas necessary.)

The solicitationto be issued on or about (insert date) will require submission of a
detailed proposal outlining and documenting your compliance with the above criteria. A
bid bond will be required at the time of proposal submission. A pre-proposal conference
will be held at a place and time to be announced when the solicitation is issued. It will
be in the prospective offeror's interest to attend this conference.

Please let us know by letter on or before (insert date), whether you are interested in
receiving a copy of the solicitation so that you may submit a proposal. Please also
advise us if the solicitation should be sentto an address other than your home office.
Only one copy of the solicitationwill be furnished.

THIS ISNOT AREQUEST FOR PROPOSAL.

Replies should be addressedto: (insert name and address)

Sincerely,

FULL NAME
Contracting Officer Service Office

APPENDIXC-9
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APPENDIXC-10
CAFETERIA FOOD SERVICE EQUIPMENT
PREVENTIVE MAINTENANCE GUIDE

The preventative maintenance guides are suggested minimum Level guides to maintain the major
equipment items in the cafeteria inventory. The guides are not intended as a substitute or
replacement guide for equipment under the following conditions:

a. Suggested manufacturers recommended guides for special and complex food service
equipment to keep equipment operational.

b. Suggested manufacturers recommended guides necessary to maintain the warranties on new
equipment.

c. Local environmental conditions that create the need for additional maintenance to keep
equipmentoperational.

d. Preventive maintenance for building systems that support and are required for the operation of
food services; grease interceptors, exhaust hood systems (above the filters), duct systems, and
hood and exhaust fire extinguishing systems are not covered in this guide.

FOODSERVICE GUIDE QUALIFIED
EQUIPMENT DESCRIPTION NUMBER PERSONNEL
1. CONVEYOR G-1 X

2. DISH MACHINE G-2 X

3. FRYER G-3 X

4. GRILL G-4 X

5. EXHAUST HOOD G-5 X

6. ICE MAKER, DISPENSER G-6 X

7. KETTLE G-7 X

8. OVEN G-8 X

9. RANGE G-9 X

10 REFRIGERATOR/FREEZER G-10 X

11. BOILER GENERATOR, G-11 X
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CONVEYOR, DISH or TRAY, & BUSING CONVEYOR -1

MONTHLY:
1. Check conveyor belt condition and tension, and detergent dispenser.
2. Lubricate motor drive and gear head assembly.
3. Check with operator, verify cleaning program.

SEMI-ANNUAL

Examine belt rollers, sprockets, slats, guides, idlers, and limit switch.
Check and clean drain under conveyor and test wash apparatus.
Inspect control panel and all wiring connections.

If variable speed, check for proper feet per minutes (fpm) travel.
Refer to manufacturers instructions for maintenance.

ok

Conveyorsin excess of 30'-0", allow one minute of Maintenance time for each foot over.

DISHWASHING MACHINE G-2
A qualified manufacturer's service representative should perform the preventive maintenance.

ELECTRIC, GAS, STEAM, ALL TYPES
MONTHLY:

1. Checkwith operator, verify cleaning program.

2. De-lime as required.

3. Check utility supply line, valve packing, valves, traps, solenoidsand insulation for
each tank.

4. Inspect conveyor tension, lubricate chain and sprockets.

5. Remove wash manifolds, rinse manifolds, scrap screens and suction strainers, and
inspect. .
6. Clean thoroughly motor ventilating openings.

7. Cleanall line strainers.
8. Drain booster heater to remove scale that may collect in tank bottom.

SEMI-ANNUAL

1. Check thermostatic control solenoid valve for a minimum of 100° pre-wash, 140° for
wash, and 140° or 180° Ffor final rinse. (Low temp machinesat 140° F)

2. Examine pumps-suctionand discharge connections, adjust packing nuts.

3. Testelectrical controls, signal lights, timer, and OFF/ON switches.

4. Calibrate thermostats (Call in qualified utility company service representative).

5. Tightenall screws in electrical wiring connections, i.e., panels, junction boxes, and
final connections.

6. Cleanelements to obtain maximum heat transfer.

7. Test timer, switches, pilot light, and replace door gaskets, if needed.
STEAM FIRED UNITS

8. Check for adequate steam pressure to unit.

9. Remove line strainerand clean-check steam separator.

10. Inspectsteam coils and clean, if required.
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11. Examine condensation trap, thermostatic trap, and pressure regulator.
GASFIREDUNIT

12. Check gas/air mixture on gas (call in qualified utility company service
representative).

13. AdjustPilot lightto lowest possible flame (call in qualified utility company service
representative).

14. Check gas pressure regularly to ensure proper combustion.

15. Check flue for proper draft or obstructions.

FRYER DEEPFAT COUNTER-TOP. DROP-INANDFREESTANDING G 3

ELECTRIC OR GAS

SEMI-ANNUAL.:

Check basket raising mechanism and basket condition.

Drop-in units must have flange to counter seal.

Inspect grease compartment.

Calibrate thermostats (call in qualified utility company service representative).
Check gas/air mixture on gas (call qualified utility company service representative).
Clean and adjust gas bumers.

Check safety pilot and solenoid.

Clean and adjust pilot light.

. Check flue for proper draft or obstructions.

10 Lubricate gas valves.

11. Tighten all screws in electrical wiring connections, i.e., plugs on appliances.
12. Clean interior walls and elements to obtain maximum heat transfer.

©OoNoTA~ WM

GRILL COUNTER-TOP . DROP-INORFREESTANDING G-4

ELECTRIC OR GAS
SEMI-ANNUAL:
Inspect grease trough, drip tray, splashguard, and surface condition.
Calibrate thermostats (call in qualified utility company service representative).
Check gas/air mixture on gas (call in qualified utility company service representative).
Clean and adjust gas bumers.
Check safety pilot and solenoid.
Clean and adjust pilot light.
Check flue for proper draft or obstructions.
Lubricate gas valves.
9. Tightenall screws in electrical wiring connections, i.e., plugs on appliances, panels,
junction boxes, final connections, etc.
10. Check elements to obtain maximum heat transfer.
11. Examine utility supply line, valve packing, specialtiesand insulation.
12. Examine control knobs, indicating lights, grill surface.

NG~ LONME

EXHAUST HOOD, WASHDOWN SYSTEM (1) AND FILTER TYPE HOODS (2),G 5
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MONTHLY: '

1. Detergentsystem fittings should be checked for leaks, or check filters for fit and
condition. (1)

2. Grease collecting gutter should be checked - to remove any foreign material, or
examine hood sides and drip trays or troughs. (1) (2)

3. Check water temperature - minimum 140 degrees Fahrenheit. (1)

4. Check with operator and verify cleaning program. (1) and (2) (See GSA Cafeteria
Operations Contract)

SEMI-ANNUAL
1. Checkair velocity. (1) and (2) See manufactures' recommendation
2. Remove filters, examine rack and hood condition. (2)
3. Check grease accumulation in hood to collar. (1) and (2)
4. Determine if filters should be replaced. (2)

ICE MAKER.ALL TYPES. STORAGE AND DISPENSER. G -12
Preventive maintenance should be made by qualified manufacturer's service representative.

MONTHLY:

Checkall controls, adjust if necessary.

Examine condition of bin doors-closure and ease of slide.

Inspect ice condition, water, and drain connections.

Check with operator, verify cleaning program.

Test ice dispensing valve, (door) metering adjustment, drain grid, and drain line.
. Examine water connection and external controls, strainer, etc.

Check storage bin condition.

NogagsrwLNOE

SEMI-ANNUAL:
1. Perform monthlyand semi-annual refrigeration P.M. See guide G18.
2. Lubricate condenser fan motor, or if water-cooled check temperature.
3. Check lubricationof evaporator thrust bearingsand chaindrive.
4. Disassemble drum assembly, clean and/or replace seals, or examine gear motor auger
section, dispenserdrive assembly.
5. Replace gear box lubricant with proper oil.
6. Remove supply water screen from strainerand clean.
7. Lubricate water pump and components.
8. Check float valve in makeup tank.
9. Inspect water distributionholes in header.
10. Drainand flush and clean water contact surfaces of the ice machine.

KETTLE TILTING.BRAISINGPAN. G -7

STEAM, ELECTRIC, GAS

SEMI-ANNUAL:
1. Calibratethermostats (call qualified utility company service representative).
2. Checkand replace leaking packing washers.
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Examine water supply control and fill valve.
Inspect temperature gauge, lid hinge and condition.
Test timer, switches, and pilot light.
Check for adequate steam pressure to unit.
Examine condensation trap, thermostatictrap, and regulator.
Check and clean burner orifices on gas.
Clean and adjust pilot lights.
10. Check air shutters to make sure air/gas mixture are correct (call in qualified utility
company service representative). (GAS)
11. Checkflue for proper draft or obstructions. (GAS)
12. Lubricate valves, tilt mechanism.
13. Tightenall screws in electrical wiring connections, i.e., panels, junction boxes, final
connections, etc.
14. Check elementsto obtain maximum heat transfer.

©ooN Uk W

OVEN, CONVECTION OR BAKING. G -8

SEMI-ANNUAL:

Check for tight fit of oven doors; adjust door hinges, gasket and molding.
Check and clean fan blades for convection ovens.

Check to ensure ovens and oven racks are level.
Calibratethermostats (call in qualified utility representative).

Check gas/air mixture on gas (call in qualified utility representative).
Clean and adjust gas burners.

Check safety pilot and solenoid.

Clean and adjust pilot light.

. Check flue for proper draft or obstructions.

10. Lubricate gas valves.

11. Tightenall screws in electrical wiring connection,

I. e., panels, junction boxes, final connections, etc.

12. Clean interior walls and elements to obtain maximum heat transfer.

WoNouA~®NE

RANGE. HOT PLATE, GRIDDLE TOP, OVEN BASE. G -9

ELECTRIC, OR GAS
SEMI-ANNUAL:
1. Calibratethermostats (call in qualified utility representative).
2. Check gas/air mixture on gas (call in qualified utility representative).
3. Tightenall screws in electrical wiring connections on panels, junction boxes, final
connections, etc.
Clean and adjust gas burners.
Clean and adjust pilot lights.
Check automatic burner lighters and safety controls.
Lubricate gas valves.
Check for tight fit of oven doors; adjust door hinges, gasket and molding.
Check gas pressure regularly to ensure proper combustion.

©ooN A



Concessions 08/01 Appendix C-10
Developing a contract Cafeteria PM Guide

10. Check flue for proper draft or obstructions.

11. Cleaninterior walls and elements to obtain maximum heat transfer.

12. Check and clean fan blades for convection ovens.

13. Checkelectric power line condition (switch, disconnect, etc.), or check condition of
gas supply, valves, regulators, and inspect pilot adjustment.

REFRIGERATORS/FREEZERS (WALK-INUNITS)G-10

Walk-in boxes and refrigeration system

MONTHLY:
1. Indicator light on-check compartment temperature.
2. Examine handles, door gaskets, hinges and tightness of door closure.
3. Checkwith operator, verify cleaning program.
4. Verify defrost cycle and timer on the freezer refrigerationsystem.

SEMI-ANNUAL:

1. Checkrefrigerant level if short cycling or loss of temperature control is observed.

2. Clean fan, condenser fins and plates and blower coils.

3. Check gaskets and seals, hinges on doors for tight fit, and leaks.

4. Have automatic defrostersadjusted. Reset defrost cycle so freezer will defrost during
"Off Peak™ Hours. Have trained technician do this.

5. Make sure thermostats are properly calibrated.

6. Lubricatehinges and latches. Use food grade oil.

7. Inspectand service all electric motors.

BOILER/GENERATOR, STEAM. G - 11

MONTHLY:

1. Inspect utility supply lines, valve packing special fittings and insulation.

2. Check andtest all controls, thermostats, and timers.

3. Verifyboiler blow-down with the cafeteria operator. (Boiler blown-down s to be done
daily by the operator)

SEMI-ANNUALLY:

1. Inspect low water cutoffs, pressure relief valves, pressure regulating valves, gauges
and line strainers.

2. Inspectwater feed, fill and drain valve.

3. Check for adequate steam pressure.

4. Check steamtrap and replace, if necessary.

5. Draintank and remove excess lime deposits.

ELECTRIC

1. Inspect and tighten all screws, electrical connections, plugs, panels, junction boxes,
etc.

2. Check solenoid valves for proper operation.
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GAS FIRED

1. Check gas/air mixtures ingas alve (call qualified utility companyservice
virepresentative.)

2. Adjust pilot light to lowest possible flame (call in qualified utility company service
representative).

3. Checkgas pressure regularly to insure proper combustion.
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APPENDIX C-11
HOW TO USE THE MONTHLY
PROFIT AND LOSSSTATEMENT

This document will assist the PM in using the contractors profitand loss statement in the review
of the contractors' performance. The Financial Statement provides the communicationslink
between the contractor and the contractingofficer. It is a vital tool for monitoring the
contractor's performance. It presentsinformation concerning sales, expenses, and profitability.
Analysis of the statement will show if the contractoris operatingon a viable basis within the
framework of the contract requirements. A typical statement contains:

1. Sales. The basic component of food service operations is the sale of food and beverage.
Expensesare viewed in their relationship to sales. Unsatisfactory sales volume requires a careful
analysis of the operation.

a. Sales are computed by subtracting sales tax from gross receipts,

b. Some factors that may cause low sales volume are:
Changes in building population.
Prices not in line with competition.
Poor quality food.

Menus being monotonous.

Slow or unsatisfactory service.

Poor sanitation.

Seasonal and holiday fluctuations.

Poor cashiering and money handling systems.
Unsatisfactory merchandising.
Unresponsive management.

c. Changes in the sales volume should initiate management changes in operations.

2. Food cost (cost of goods sold). Represents the amount of money expended for food products
sold, excluding paper goods.

a. Food cost is computed in the following manner:

Beginning Inventory Dollars

Add: Purchases Dollars

Deduct: Returnsand allowances, Dollars
Discounts

Deduct: Ending Inventory Dollars

Equals Food Cost Dollars

b. Contractors should thoroughly evaluate their own areas of operation before requesting
price increases. Some factors that may cause high food costs are:
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Low selling prices.

Poor purchasing, receiving, storage, and issuing techniques.
Poor menu planning (product mix).

Cost of employees' meals.

Pilfering (Cashiering, etc.).

Misuse or lack of standardized recipes.
Over-production  (waste-throw-away's).
Portionsizes (scales, scoops, serving).
Servingtechniques - (utensils, dish size).
Improperemployeesupervision.

Inadequate managementsupervisionand controls.

c. A contractor's alternative to the maintenance of effective and efficient management
controls could be a request for increased selling prices; therefore, increasing selling prices
IS not always the best alternative to effective management.

3. Labor cost (payroll costs). Representsthe amount of money expended for the total cost of
labor for the operation of the contract (includingincentives) and excluding company
administrative labor costs.

Labor cost is computed by adding salaries and wages, payroll taxes, employee benefits, other
payroll and adjustment costs. Some factors that may cause high labor costs are:

Low sales volume.

Poor staffing schedules.

Excessiveor unauthorized overtime.

High employee turnover.

Poor design layout and equipment.

Inadequate training and supervision.

Unreasonableservice schedule.

4. Miscellaneousexpenses. Representsthe remainingamount of money expended for the
operation, excluding payments to the Government, administrative cost and profit.

a. Expenses are computed by adding the following:

Paper goods.

Janitorialsupplies.

Replacementcosts.

Depreciation.

Rental (when approved).

Service subcontracting (trash, exterminating, cleaning, and
preventive maintenance).

Telephone.

Laundry.

Uniforms.
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Officesupplies.
Taxes.
Insurance.
Advertising.
Decor.

b. Percentage variances of each line item should be compared with the percentages of the
prior monthly and year to date. Unusually high or low variance should be questioned.

5. Paymentto the Government. Payment to the Government represents one and one half
percent (1 & 112%) of net sales per GSA Form 2817.

6. Administrative expenseand netprofit. GSA's food service contract prescribes a 10%
limitation for administrative expense and profit. This figure is the sum of the percentages of
administrative expenses and profit.
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